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Chapter-1 :: Word Processing (M.S. Word) 1P-1P-11P-1P-1

 1. MS Word 2010 _|, 'Start Mail Merge' (ñQ>mQ>© _ob _O©)
{dH$ën {ZåZ{b{IV _| go {H$g _oZy/Q>¡~ _| CnbãY hmoVm h¡?
(A) Review ([aì`y) (B) Mailings (_oqb½g)
(C) Insert (B§gQ>©) (D) References (ao\$a|goO) [B]

ì`m»`m—MS Word _| Mail merge H$m à`moJ ~hþV gmao ì`pŠV`m|
H$mo same àH$ma H$m content ^oOZo hoVw {H$`m OmVm h¡& Mail
Merge H$m option mailing tab _| hmoVm h¡&

 2. MS Excel 2010 _| A1 go C13 VH$ H$s goëg Ho$ {bE _mÝ`
gob g§X ©̂ {ZåZ{b{IV _| go H$m¡Zgm h¡?
(A) A1-C13 (B) A1:C13
(C) A1..C13 (D) A1::C13 [B]

ì`m»`m—MS Excel 2010 _| A1 go C3 gob H$m valid cell
reference hmoJm—

A1 : C3
 3. MS Word 2010 _| H$g©a H$mo Q>oŠñQ> H$s {H$gr bmBZ Ho$ A§V

_| bo OmZo Ho$ {bE, AmnH$mo ........ H$s-~moS>© em°Q>©H$Q> X~mZm
hmoJm&
(A) Shift+Home (B) Home
(C) End (D) Ctrl + End [C]

ì`m»`m—MS Word _|—
End key—Cursor H$mo Line Ho$ Last _| bo OmZo hoVw
Ctrl + End—Cursor H$mo document Ho$ A§V _| bo OmZo hoVw
Home—Cursor H$mo Line Ho$ Start _| bo OmZo hoVw
Ctrl+Home—Cursor H$mo document Ho$ Start _| bo OmZo
hoVw&

 4. {ZåZ{b{IV _| go H$m¡Zgm àmoQ>moH$m°b {H$gr dH©$ñQ>oeZ H$mo Cn`moJr
VarHo$ go gd©a hmoñQ> na _ob S>́m°n H$mo J{Verb ê$n go EŠgog
H$aZo XoVm h¡?
(A) SNMP (B) ICMP (C) DHCP (D) POP3 [D]

ì`m»`m—POP H$m nyU© ê$n Post Office Protocol hmoVm h¡&
 5. ........MS Excel H$s-~moS>© _| goboŠQ> H$s JB© gob namg

(a|O) go MmQ>© ~ZmZo Ho$ {bE {ZåZ{b{IV _| go {H$g H$s-~moS>©
em°Q>©H$Q> H$m à`moJ {H$`m OmVm h¡&
(A) F7 (B) F11 (C) F9 (D) F2 [B]

ì`m»`m—MS Excel _| key-board _| Select H$s JB© Range
go Chart ~ZmZo Ho$ {bE F11 key H$m à`moJ hmoVm h¡&

 6. B§Q>aZoQ> na, ........ H$m à`moJ URL H$mo IP EŚ>og _| n[ad{V©V
H$aZo Ho$ {bE {H$`m OmVm h¡&
(A) Domain Name Session (S>mo_oZ Zo_ goeZ)
(B) Domail Name System (S>mo_ob Zo_ {gñQ>_)

(C) Domain Name System (S>mo_oZ Zo_ {gñQ>_)
(D) Donaim Name System (S>moZo_ Zo_ {gñQ>_) [C]

ì`m»`m—URL H$m nyU© ê$n Uniform Resource Locator
hmoVm h¡, `h {H$gr do~gmBQ> H$m nVm hmoVm h¡&
DNS H$m nyU© Zm_ Domain Name System hmoVm h¡&

 7. MS Excel 2010 _| 1234 Am¡a 5555 Ho$ ~rM g^r g§»`mAm|
H$mo hao a§J _| àX{e©V H$aZo Ho$ {bE {ZåZ{b{IV _| go {H$g
{dH$ën H$m à`moJ {H$`m OmVm h¡?
(A) Format Menu (\$m_}Q> _oZy) go Zm°_©b \$m°_}qQ>J H$_m§S> H$m

à`moJ H$a|&
(B) 0 go 100 Ho$ ~rM g§»`mAm| dmbo goëg H$mo goboŠQ> H$a|, {\$a

View (ì ỳ) Q>¡~ _| \$m°_}qQ>J {dH$ën na pŠbH$ H$a|&
(C) Home (hmo_) Q>¡~ Ho$ 'Styles' (ñQ>mBëg) J«wn _| Conditional

formatting (H§$S>reZb \$m_}qQ>J) H$_m§S> H$m à`moJ H$a|&
(D) Amdí`H$ g§»`mAm| H$mo hao a§J _| \$m°_}Q> H$aZo Ho$ {bE = if ()

\§$ŠeZ H$m à`moJ H$a|& [C]

ì`m»`m—Conditional Formatting Ûmam EH$ Special
conditions bJmH$a g§»`mE± àX{e©V H$s Om gH$Vr h¡&

 8. .......EH$ ~‹S>o AmH$ma H$m Aja (large capital letter) h¡
{OgH$m à`moJ MS Word 2010 _| n¡amJ«m\$ `m goŠeZ H$s
ewéAmV _| EH$ gOmdQ>r VËd Ho$ ê$n _| {H$`m OmVm h¡&
(A) Large Cap (bmO© H¡$n)
(B) Huge Cup (øyO H¡$n)
(C) Drop Cap (Ś>m°n H¡$n)
(D) Big Cup ({~J H¡$n) [C]

ì`m»`m—Drop cap Ho$ Ûmam {H$gr Aja _| Special effect
S>mbm OmVm h¡ O¡go—Computer

 9. {ZåZ _| go H$m¡Zgm EH$ Am°ZbmBZ M¡Q> gm°âQ>dò a Zht h¡?
(A) B§Q>aZoQ> [abo M¡Q> (Internet Relay Chat)
(B) JyJb Q>m°H$ (Google Talk)
(C) ñb¡H$ (Slack)
(D) ES>ãë`yEg (AWS) [D]

ì`m»`m—Online Chatting hoVw IRC (Internet Relay Chat),
Google talk, stack Am{X software use hmoVo h¢&

10. MS Word 2010 _| 'Drop Cap' (S>́m°n H¡$n) {dH$ën Ho$
VhV {S>\$m°ëQ> ê$n go {H$VZr bmBZ| S>́m°n hmoVr h¢?
(A) VrZ (B) Mma (C) Xmo (D) nm±M [A]

ì`m»`m—Drop Cap {H$gr text _| Special Effect S>mbVr h¡,
MS Word _| By default drop cap 3 bmBÝg hmoVr h¡&

I-Shift
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10. MS Word 2016 _| {ZåZ{b{IV _| go {H$g Q>¡~ Ho$ VhV
dm°Q>a_mH©$ (watermark) ~Q>Z CnbãY hmoVm h¡?
(A) {S>OmBZ (B) hmo_ (C) BÝgQ>© (D) noOgoQ>An [A]

ì`m»`m—Watermark EH$ {deof àH$ma H$m text `m Image
hmoVr h¡, Omo Page Ho$ background _| CnbãY hmoVr h¡& `h design
tab _| CnbãY hmoVr h¡&

I-Shift
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  1. MS Word 2010 _| pŠbn~moS>© n¡Z _| AmnH$mo {ZåZ{b{IV _|
go H$m¡Zgm ~Q>Z Zht {_boJm?
(A) Clear All (B) Option
(C) Paste All (D) OK [D]

ì`m»`m—Microsoft Word Ho$ Version MS Word 2010 _|
Clipboard Pen _| Clear All, Paste All option Am{X {dH$ën
hmoVo h¢& Clipboard Pen _| Ok option CnbãY Zht h¡&

 2. {ZåZ{b{IV MS Excel gyÌ H$m _mZ Š`m hmoJm?
= AVERAGE (5, 4, 4>3, 6)
(A) 72 (B) ERROR
(C) 4 (D) 5 [C]

ì`m»`m—MS Excel _|—
= AVERAGE (5, 4, 4 > 3, 6)

4 > 3 H$s value true h¡ AV: BgH$m _mZ 1 hmoJm
Vmo 5, 4, 1, 6 H$m average

= 
5 4 1 6

4
  

 = 
16
4

 = 4

 3. MS WORD 2010 _| 'Ruler' {dH$ën H$mo g{H«$` H$aZo Ho$
{bE {ZåZ{b{IV _| go {H$g Q>¡~ H$m à`moJ {H$`m OmVm h¡?
(A) Design (B) Review
(C) View (D) Page Layout [C]

ì`m»`m—MS Word 2010 Ho$ View Tab _| Document, Show,
Zoom Window Am{X options hmoVo h¢& Show _| Ruler, Gridline,
Navigation Pane Am{X options hmoVo h¢& Ruler Horizontal d
Vertical Ruler Bar H$mo ON/OFF H$aZo hoVw use hmoVm h¡&

 4. Amn {b{IV Q>oŠñQ> Am¡a H$mJO Ho$ H$m¡a Ho$ ~rM H$s Xÿar H$mo
{H$g Zm_ go OmZVo h¢?
(A) Ruler Line (B) Indent Stop
(C) Margin (D) Alignment [C]

ì`m»`m—MS Word Ho$ Page Layout Tab _| Margin H$m
option _m¡OyX hmoVm h¡& Bg Command H$m use H$aHo$ Document
Page Ho$ Mmam| Va\$ EH$ {ZpíMV Space N>mo‹S>m OmVm h¢& `h {b{IV
text Ed§ H$mJO Ho$ corner Ho$ _Ü` space Xem©Vm h¡&

 5. E-mail ^oOZo Ho$ {bE {ZåZ{b{IV _| go Š`m A{Zdm`© h¡?
(A) Attachment (B) Subject
(C) àofH$ H$s mail ID (D) Body [C]

ì`m»`m—E-mail H$m Use Electronically {H$gr Message/
document H$mo EH$ go Xÿgao ì`pŠV H$mo ^oOZo Ho$ {bE hmoVm h¡&
Email _| Attachment hmoZm Amdí`H$ Zht h¡, {~Zm subject
S>mbo ^r E-mail H$mo ^oOm Om gH$Vm h¡ E-mail ^oOZo Ho$ {bE
Sender Ed§ Receiver H$s E-mail id hmoZm Amdí`H$ h¡&

 6. MS Excel 2010 dH©$erQ> _| n§pŠV`m| (row) H$s A{YH$V_
g§»`m {H$VZr hmo gH$Vr h¡?
(A) 16,000 (B) 1,048,500
(C) 16,384 (D) 1,048,576 [D]

ì`m»`m—Microsoft Excel _| Data cell _| Enter {H$`m OmVm
h¡, cell row Ed§ column go {_bH$a ~Zr hmoVr h¡, MS Excel
2010 _| row H$s g§»`m 1048576 hmoVr h¡ Ed§ column H$s
g§»`m 16384 hmoVr h¡ First H$m°b_ H$m Zm_ A Ed§ A§{V_ H$m°b_
H$m Zm_ XFD hmoVm h¡&

 7. {ZåZ àmoQ>moH$m°ëg H$m CZHo$ {ddaUm| Ho$ gmW {_bmZ H$a|&
1. http A. BgH$m à`moJ TCP/IP H$ZoŠeZ na bm°{JZ H$aZo

Ho$ {bE {H$`m OmVm h¡&
2. FTP B. Bg àmoQ>moH$m°b H$m à`moJ B§Q>aZoQ> _| Am¡a {ZOr

ZoQ>dŠg© Ho$ A§Xa \$mBbm| Ho$ ñWmZm§VaU Ho$ {bE {H$`m
OmVm h¡&

3. telnet C. `h {dV[aV Am¡a gh`moJr hmBna_r{S>`m gyMZm
àUmbr Ho$ {bE à`moJ {H$`m OmZo dmbm EßbrHo$eZ
àmoQ>moH$m°b h¡&

(A) 1-B, 2-A, 3-C (B) 1-A, 2-B, 3-C
(C) 1-A, 2-C, 3-B (D) 1-C, 2-B, 3-A [D]

ì`m»`m—Protocol B§Q>aZoQ> na {Z`_m| Ho$ g_yh H$mo H$hm OmVm h¡&
Http  Http H$m nyU© ê$n Hyper Text Transfer Protocol
hmoVm h¡& HTTP H$m à`moJ Web Server Ed§ Browser Ho$ ~rM
{H$gr Website Ho$ Data H$m AmXmZ-àXmZ H$aZo Ho$ {bE {H$`m
OmVm h¡&
FTP  FTP H$m File Transfer Protocol hmoVm h¡, Bg protocol
H$m use files H$mo Network na transfer H$aZo Ho$ {bE hmoVm h¡&
Telnet  Telnet H$m use Remote login Ho$ {bE hmoVm h¡&
BgH$m use TCP/IP (Transmission Control Protocol/
Internet Protocol) na Login H$aZo hoVw hmoVm h¡&
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Word S>m°Š`y_|Q> _| EH$ go A{YH$ paragraph EH$ go A{YH$ ~yboQ>,
EH$ go A{YH$ table hmo gH$Vo h¢ VWm dS>© \$mBb _| h¡S>a Ed§ Footer
^r hmo gH$Vo h¢&

 4. MS Excel dH©$~wH$ _| nhbr dH©$erQ> H$m {S>µ\$m°ëQ> Zm_ Š`m
hmoVm h¡?
(A) WSheet1 (B) Worksheet1
(C) WS1 (D) Sheet1 (D)

ì`m»`m—

Fig. : Excel Workbook
MS Excel _| gobm| Ho$ g_yh H$mo dH©$erQ> H$hm OmVm h¡ AWm©V²
Worksheet gob H$m g§J«h (Collection of Cells) h¡&
am° (Raw) Ed§ H$m°b_ (Column) Ho$ à{VÀNo>XZ (Intersection)
{~ÝXw H$mo gob H$hm OmVm h¡&
EŠgob _| EH$ dH©$~wH$ AZoH$ erQ> `m dH©$erQ> go {_bH$a ~Zr hmoVr
h¡& AWm©V² EH$ EŠgob \$mBb EH$ dH©$~wH$ hmoVr h¡, {Og_| EH$ `m EH$
go A{YH$ dH©$erQ> hmo gH$Vr h¡Ÿ&
{H$gr dH©$~wH$ _| àW_ dH©$erQ> H$m Zm_ Sheet 1 ~mB© {S>\$m°ëQ>
hmoVm h¡&

 5. MS Word S>m°Š`y_|Q> Ho$ A§V VH$ OmZo Ho$ {bE {ZåZ{b{IV _|
go {H$g H$s-~moS>© em°Q>©H$Q> H$m Cn`moJ {H$`m OmVm h¡?
(A) Alt + D (B) Ctrl + D
(C) Ctrl + End (D) Alt + End (C)

ì`m»`m— MS Word S>m°Š`y_oÝQ> _| - Cursor
Home Key - {Og bmBZ _| h¢ Cg line Ho$ àmaå^ _| OmZo hoVw&
Ctrl+Home - gånyU© Document H$s first line Ho$ àmaå^ _|
OmZo hoVw&
End Key - Cursor {Og line _| h¡, Cg line Ho$ AÝV _| OmZo
hoVw&
Ctrl+End - S>m°Š`y_oÝQ> Ho$ AÝV _| OmZo hoVw

 6. W3C H$m nyU© ê$n Š`m h¡?
(A) dëS>© dmBS> do~ H§$gmo{e©̀ _
(B) dëS>© dmBS> do~ H§$gmo{bS>oeZ
(C) dëS>© dmBO do~ H§$gmo{e©̀ _
(D) dëS>© dmBO do~ H§$gmo{bS>oeZ (A)

ì`m»`m— WWW H$m nyam Zm_ World Wide Web (dëS©>
dmBS> do~) h¡&
Bgo W3C (World Wide Web Consortium) `m do~ ^r
H$hm OmVm h¡&
Tim Berners-Lee H$mo dëS>©dmBS> do~ (WWW)  H$m OZH$
H$hm OmVm h¡&
BgH$m {dH$mg 1989 _| {H$`m J`m Wm&
WWW H$mo B§Q>aZoQ> H$m Subnet (g~ZoQ>) H$hm OmVm h¡&
WWW EH$ Eogm ZoQ>dH©$ {gñQ>_ h¡ {Og_| Xw{Z`m Ho$ g^r Web

page and Website (do~noO Ed§ do~gmBQ)> Amng _| Linked
h¡ {Ogo B§Q>aZoQ> Ho$ _mÜ`_ go Access {H$`m Om gH$Vm h¡&
WWW Zo Internet H$mo ""gyMZm amO_mJ©'' (Information
Highway) _| n[ad{V©V H$a {X`m h¡Ÿ&

 7. {ZåZ{b{IV MS Excel \$m°_y©bm H$m n[aUm_ Š`m hmoJm?
= 32/2^4/2
(A) 0 (B) 32768
(C) 8 (D) 1 (C)

ì`m»`m— MS Excel $_| {H$gr formula $H$mo solve $H$aZo na

= 32/2^4/2 [24 = 16]

= 32/16/2
= 2/2
= 1

 8. '.docx' µ\$mBb EŠgQ>|eZ, {ZåZ{b{IV _| go {H$g_| g~go
nhbo n[a{MV {H$`m J`m Wm?
(A) MS Word 2010 (B) MS Word 2013
(C) MS Word 2007 (D) MS Word 2016 (C)

ì`m»`m—Microsoft Office _| ~Zr \$mBb H$mo S>m°Š`y_|Q> Ed§
\$mBb H$mo {XE JE Zm_ H$mo \$mBb Zo_ H$hVo h¢Ÿ&
dS>© _| ~Zr \$mBb _| text, Graph, table, symbol Am{X H$Q>|Q> hmo
gH$Vo h¢ VWm \$mBb H$m A{YH$V_ AmH$ma 32 MB hmo gH$Vm h¡Ÿ&
Microsoft Word 2007, 2010, 2013, 2016, 2019 hoVw .docx
Ed§ MS Word 97, 2000, 2003 hoVw .doc EŠgQ>|eZ à`wŠV hmoVo
h¢Ÿ& EŠgQ>|eZ `h ~VmVm h¡ {H$ \$mBb {H$g àH$ma H$s h¡Ÿ&

 9. {ZåZ{b{IV H$WZ gË` h¡ `m AgË` h¢, ñnï> H$s{OE-
(i)   MS-Word _|, EH$ n¡amJ«mµ\$ H$mo Xmohar bmBZm| Ho$ gmW

aoIm§{H$V (A§S>abmBZ) {H$`m Om gH$Vm h¡&
(ii)  MS-Word _|, EH$ n¡amJ«mµ\$ _| EH$ hr dmŠ` hmo gH$Vm

h¡&
(A) (i) gË`, (ii) AgË` (B) (i) AgË`, (ii) gË`
(C) (i) AgË`, (ii) AgË` (D) (i) gË`, (ii) gË` (D)

ì`m»`m— MS Word _| double underline H$m use H$aHo$ EH$
paragraph H$mo double lines Ho$ gmW underline {H$`m Om
gH$Vm h¡& Word Ho$ EH$ paragraph _| EH$ go Á`mXm dmŠ` ^r hmo
gH$Vm h¡&

10. B©-_ob (E-mail) Ho$ ~mao _| {ZåZ{b{IV _| go H$m¡Z gm H$WZ
gË` h¡?
(A) B©-_ob _| AQ>¡M_|Q> Ho$ ê$n _| nr.S>r.E\$. (PDF) Am¡a {µOn

µ\$mBb|, XmoZm| EH$ gmW Zhr hmo gH$Vo h¢&
(B) B©-_ob _| 'CC' \$sëS> Imbr hmo gH$Vr h¡&
(C) B©-_ob _| 'To' \$sëS> _| E-mail EŚ>og hmoVm h¡&
(D) B©-_ob _| nm±M go A{YH$ AQ>¡M_|Q> Zhr hmo gH$Vo h¡& (B)

ì`m»`m—E-mail H$m nyam Zm_ Electronic Mail hmoVm h¡& Email
_| à ẁŠV Cc H$m nyU© ê$n Carbon Copy hmoVm h¡& Cc \$sëS> _| Cg
user H$m Email address S>mbm OmVm h¡ {OgH$mo E-mail H$s
copy ^oOZr hmoVr h¡& Cc \$sëS> Blank ^r hmo gH$Vm h¡&



{Xëbr nw{bg H$m°ÝñQ>o~b ^Vu narjm · Computer Proficiency20P-20P-20

(A) =$E$4+$D$6 (B) =$D$3+$C$5
(C) =$E$3+$D$5 (D) =$D$4+$C$6 (B)

ì`m»`m—$Excel H$s gob B4 _| pñWV Formula—
"=$D$3+$C$5" `{X Cell B4 H$mo copy H$aHo$ Cell F10 _|
Paste H$ao Vmo ^r Formula Vmo `hr hmoJm&

 5. {ZåZ{b{IV MS Excel \$m°_y©bm H$m n[aUm_ Š`m hmoJm?
= FACT(5–4)
(A) 120 (B) 96
(C) 1 (D) 24 (C)

ì`m»`m—$MS Excel _| function Fact H$m use \o$ŠQ>mo[a`b
kmV H$aZo Ho$ {bE hmoVm h¡&

= FACT (5–4)
(5–4) H$s value 1 hmoJr
Vmo =  FACT 1

= 1 [FACT 1 = 1×1]
 6. ~VmE§ {H$ MS-Word Ho$ g§~§Y _| {ZåZ{b{IV H$WZ gË` h¡

`m AgË`&
(i)  EH$ S>m°Š`y_|Q> \$mBb _| ~wboQ>oS> Am¡a Z§~S>©, XmoZm| {bñQ> hmo

gH$Vr h¡&
(ii)  MS-Word S>m°Š`y_|Q> _| noO _m{O©Z H$mo H$ñQ>_mBO {H$`m

Om gH$Vm h¡&
(A) (i) gË`, (ii) gË` (B) (i) AgË`, (ii) gË`
(C) (i) gË`, (ii) AgË` (D) (i) AgË`, (ii) AgË` (A)

ì`m»`m—${H$gr dS>© Ho$ S>m°Š`y_oÝQ> _| Bullet Am¡a Number XmoZm|
H$m à`moJ {H$`m Om gH$Vm h¡ Ed§ dS>© _| {XE JE Page _m{O©Z H$mo ^r
H$ñQ>_mBO {H$`m Om gH$Vm h¡&

 7. POP3 EH$ B©-_ob g§~§{YV àmoQ>moH$m°b h¡& POP3 _|
g§»`mË_H$ _mZ '3' Š`m Xem©Vm h¡?
(A) POP H$m h¡S>a AmH$ma (B) POP _| H$a¡ŠQ>am| H$s g§»`m
(C) POP _| H$moS> H$s g§»`m (D) POP H$m g§ñH$aU (D)

ì`m»`m—$E-mail hoVw SMTP Ed§ POP àmoQ>moH$m°b use {H$`m
OmVm h¡& POP H$m nyU© ê$n Post Office Protocol hmoVm h¡& `h

EH$ ñQ>¡ÊS>S>© àmoQ>moH$m°b h¡ {OgH$m Cn`moJ TCP/IP H$ZoŠeZ na [a_moQ>
_ob gd©a go E-mail àmßV H$aZo Ho$ {bE bmoH$b B©-_ob gm°âQ>dò a
ŠbmBÝQ> Ûmam {X`m OmVm h¡& POP3 àmoQ>moH$m°b Ho$ g§ñH$aU POP2
Ed§ POP3 h¡& POP3, POP H$m Z`m g§ñH$aU h¡ {OgHo$ Ûmam B©-
_ob user Ho$ H$åß`yQ>a na gd©a Ho$ Inbox go S>mCZbmoS> {H$`m Om
gH$Vm h¡ Ed§ O~ user server go connect Zht ahVm V~ ^r e-
mail CnbãY ahVm h¡&

 8. {ZåZ{b{IV _| go H$m¡Z gm EH$ do~ gM© B§OZ Zhr h¡?
(A) q~J (B) JyJb
(C) g\$mar (D) ~m`Qw> (C)

ì`m»`m—EH$ Search Engine EH$ Software àmoJ«m_ h¡ Omo
bmoJm| H$mo keyword `m phrases H$m Cn`moJ H$aHo$ online ImoOr
OmZo dmbr OmZH$mar ImoOZo _| _XX H$aVm h¡& O¡go - Google,
Yahoo, Bing, duckduckGo, Baidu, Yandex, Ask, About,
Spiderweb, Dogpile, Bingo Am{X&

 9. {ZåZ{b{IV _| go H$m¡Z gm H$s-~moS>© em°Q>©H$Q>, MS Word _|
EH$ Iwbr \$mBb Ho$ god H$aZo Ho$ {bE CTRL + S Ho$ g_mZ
hmoVm h¡?
(A) Ctrl + F5 (B) Shift + F5
(C) Ctrl + F12 (D) Shift + F12 (C)

ì`m»`m—MS Word _| {H$gr Iwbr \$mB©b H$mo save H$aZo hoVw
Ctrl+S H$m à`moJ hmoVm h¡, Cgr àH$ma Shift+F12 H$m à`moJ ^r
{H$gr document H$mo save H$aZo hoVw {H$`m OmVm h¡&

10. MS Word Ho$ hmb Ho$ g§ñH$aUm|, O¡go Word 2016 _| hmo_
_oZy Ho$ VhV "n¡amJ«m\$' H$_m§S> g_yh Ho$ ^mJ Ho$ ê$n _|
{ZåZ{b{IV _| go H$m¡Z gm Zht {XImB© XoVm?
(A) Z§~[a§J (B) _ëQ>rbodb {bñQ>
(C) M|O Ho$g (D) ~wboQ> (C)

ì`m»`m—MS Word 2016 _| Home Menu Ho$ n¡amJ«m\$ J«yn _|
Bullet, Numbering, Multilevel list Am{X option hmoVo h¢&
Change Case \$m°ÝQ> J«wn (Font Group) _| hmoVm h¡&

II-Shift
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 1. POP, EH$ B©-_ob g§~§{YV àmoQ>moH$m°b h¡& POP H$m nyU© ê$n
Š`m h¡?
(A) nmoñQ> Am°{\$g àmoJo«g
(B) nm{e©̀ b Am°S>©a àmoJ«m_
(C) nm{e©̀ b Am°S>©a àmoQ>moH$m°b
(D) nmoñQ> Am°{\$g àmoQ>moH$m°b (D)

ì`m»`m—E-mail H$m nyU© ê$n Electronic Mail hmoVm h¡& E-

mail communication _| SMTP Ed§ POP àmoQ>moH$m°b H$m à`moJ
hmoVm h¡&
POP3—POP H$m nyU© ê$n Post Office Protocol hmoVm h¡&
`h EH$ ñQ>¡ÊS>S>© àmoQ>moH$m°b h¡ {OgH$m Cn`moJ TCP/IP H$ZoŠeZ na
[a_moQ> _ob gd©a go E-mail àmßV H$aZo Ho$ {bE bmoH$b B©-_ob
gm°âQ>dò a ŠbmBÝQ> Ûmam {X`m OmVm h¡& POP3 àmoQ>moH$m°b Ho$ g§ñH$aU
POP2 Ed§ POP3 h¡& POP3, POP H$m Z`m g§ñH$aU h¡ {OgHo$
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 1. MS-Word Z| {ZåZ{b{IV _| go H$m¡Z gm EH$ _mÝ` n¡amJ«mµ\$
AbmBZ_|Q> Zht h¡?
(A) OpñQ>\$mB© (B) boâQ>
(C) Q>m°n (D) amBQ> (C)

ì`m»`m— _mBH«$mogm°âQ> dS©> _o| Mma àH$ma Ho$ AbmBZ_|Q> hmoVo h¢—

Fig. : Left, Center, Right and Justified Alignment
1. Left Align/boâQ> AbmBZ (Ctrl+L)—S>m°Š ỳ_|Q> noO _| Omo

Q>oŠñQ d {nŠMa hmoVo h¢ CÝh| ~m`t Amoa go EH$ grY _| aIVm h¡&
2. Centre Align/goÝQ>a AbmBZ (Ctrl+E)—S>m°Š ỳ_|Q> noO _|

Omo Q>oŠñQ d {nŠMa hmoVo h¢ CÝho  noO Ho$ _Ü` _| {eâQ> H$aVm h¡&
3. Right Align/amBQ> AbmBZ (Ctrl+R)—S>m°Š`y_|Q> noO _| Omo

Q>oŠñQ d {nŠMa hmoVo h¢ CÝh| Xm`t Amoa go EH$ grY _| aIVm h¡&
4. Justify Align/OñQ>r\$mB© AbmBZ (Ctrl+J)—S>m°Š`y_|Q>

noO _| Omo Q>oŠñQ d {nŠMa hmoVo h¢ CÝho noO Ho$ Xm`t d ~m`t
Amoa go g_mZ _m{O©Z Ho$ ê$n ì`d{ñWV H$aVm h¡ AWm©V² Q>oŠñQ>
H$mo XmoZm| gmBS> go ~am~a H$aVm h¡Ÿ&

 2. HTTPS eãX H$m EH$ AW© (nyU© Zm_) h¡?
(A) hmBna Q>oŠñQ> Q́>m§g\$a àmoQ>moH$m°b {gŠ`moa
(B) hmBna Q>oŠñQ> Q́>m§gboeZ àmoQ>moH$m°b g{d©g
(C) hmBna Q>oŠñQ> Q́>m§g\$a àmoQ>moH$m°b g{d©g
(D) hmBna Q>oŠñQ> Q>́m§gboeZ àmoQ>moH$m°b {gŠ`moa (A)

ì`m»`m— HTTPS H$m nyam Zm_ Hyper Text Transfer
Protocol Secure hmoVm h¡& `h B§Q>aZoQ> na Data H$mo gwa{jV ê$n
go àgm[aV H$aZo Ho$ {bE EH$ àmoQ>moH$m°b h¡& `h àmoQ>moH$m°b Client d
Server Ho$ _Ü` H$ZoŠeZ ñWm{nV H$a dëS©> dmBS> do~ na {ñWV
{H$gr ^r do~gmBQ> Ho$ S>m°Š`y_|Q> H$mo Exchange H$aVm h¡& HTTPS
H$m Cn`moJ dëS>© dmBS> do~ na OmZo hoVw {H$`m OmVm h¡ AWm©V² H$åß ỳQ>a
{gñQ>_ _| do~ ~«mCOa na g^r do~gmBQ> H$mo EŠgog H$aZo hoVw HTTPS
H$m à`moJ hmoVm h¡& `h HTTP H$m {dñV¥V ê$n h¡&

 3. B§Q>aZoQ> go Ow‹S>o àË`oH$ H$åß`yQ>a _| EH$ ... hmoZm Mm{hE—
(A) LED display (B) tertiary memory
(C) IP address (D) switch (C)

ì`m»`m— IP H$m nyU© Zm_ Internet Protocol hmoVm h¡& BÝQ>aZoQ>
àmoQ>moH$m°b EŚo>g J{UVr` A§H$m| Ho$ ê$n _| hmoVm h¡, Ed§ ñ_mQ©>\$moZ `m
H$åß`yQ>a àË`oH$ {S>dmBg hoVw AbJ-AbJ hmoVm h¡& EH$ AmB©nr EŚo>g
{H$gr ^r ZoQ>dH©$ {S>dmBg H$mo EH$ {d{eï> nhMmZ (Unique

Identity) àXmZ H$aVm h¡& AmB© nr ES´o>g Ho$ _mÜ`_ go hr ZoQ>dH©$ _|
{S>dmBg H$mo AbJ-AbJ {H$`m OmVm h¡&
IP Address H$m CXmhaU- 172.16.254.1

 4. {ZåZ{b{IV MS-Excel \$m°_y©bm H$m n[aUm_ Š`m hmoJm?
= 256/8/4/2
(A) 0 (B) 64
(C) 16 (D) 4 (D)

ì`m»`m— MS Excel _| H$moB© ^r formula = go ewê$ hmoVm h¡&
= 256/8 4/2/

= 32/4/2
= 4

 5. B©-_ob AmB©.S>r. _| {ZåZ{b{IV _| go {H$gH$s Jw§OmBe
(_mÝ`Vm) Zht hmoVr h¡?
(A) S>m°Q> (.) (B) g§»`mË_H$ A§H$
(C) ~‹S>o (Ho${nQ>b) Aja (D) [aº$ ñWmZ (D)

ì`m»`m—B©-_ob EŚ>og àË`oH$ `yOa H$m EH$ {d{eï> (Unique) nVm
hmoVm h¡& {OgHo$ Ûmam ỳOa H$mo nhMmZm Om gHo$& _ob-EŚ>og àË`oH$
`yOa H$m {^Þ-{^Þ hmoVm h¡& O¡go—
dakshpublication@gmail.com
`h EH$ e-mail address h¡&
e-mail address _| Xmo ^mJ hmoVo h¢ Omo @  Ûmam AbJ-AbJ {H$`o
OmVo h¢& @ go nhbo dmbm ^mJ S>mo_oZ `yOa AmB© S>r VWm @ Ho$
~mX dmbm S>mo_oZ Zm_ hmoVm h¡ŸAWm©V² {H$gr ^r B©-_ob nVo _| 2 ^mJ
hmoVo h¢ {OÝh| @ {M• go {d^m{OV {H$`m OmVm h¡Ÿ& B©-_ob nVm Bg
ñdê$n H$m hmoZm Mm{hE— userid@domain
B©-_ob Ho$ ^mJ h¡S>a, g§Xoe Ed§ {g½ZoMa hmoVo h¢&

 6. {ZåZ{b{IV _| go H$m¡Z gm, MS-Word gm°µâQ>dò a H$m
gdm}Îm_ V[aHo$ go dU©Z H$aVm h¡?
(A) `h EH$ GUI-AmYm[aV Am°naoqQ>J {gñQ>_ h¡&
(B) `h EH$ {gñQ>_ gm°âQ>dò a h¡&
(C) `h EH$ \$_©dò a h¡&
(D) `h EH$ dS>© àmogoga h¡& (D)

ì`m»`m— {H$gr S>m°Š`y_|Q> H$mo Create H$aZo, E{S>Q> (Edit) H$aZo
hoVw à`wŠV VH$ZrH$ dS>© àmogoqgJ hmoVr h¡Ÿ&
dS>© àmogoqgJ Ho$ {bE MS Office H$m ^mJ Microsoft Word
à`wŠV hmoVm h¡Ÿ& _mBH«$mogm°âQ> dS>© ^r EH$ Application Software
h¡Ÿ& MS Word H$m à`moJ b¡Q>a {bIZo, àmW©Zm-nÌ {bIZo, S>m°Š`y_|Q>
~ZmZo, {H$Vm~ {bIZo, ì`mdgm{`H$ _¡Ý`yAb, \¡$Šg Am{X {bIZo hoVw
hmoVm h¡Ÿ& MS Word H$m à`moJ document> H$mo ~ZmZo, E{S>Q> H$aZo,
god H$aZo Ed§ {àÝQ> H$aZo hoVw hmoVm h¡&
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_mBH«$mogm°âQ> Am°{\$g (Microsoft Office)
 M.S. Office H$m nyam Zm_ Microsoft Office h¡&
 Microsoft Office EH$ Application Software (AZwà`moJ

gm°âQ>dò a) h¡, Omo _mBH«$mogm°âQ > H§$nZr Ûmam ~Zm`m J`m&
 _mBH«$mogm°âQ> (Microsoft) EH$ gm°âQ>dò a ~ZmZo dmbr H§$nZr h¡,

{OgH$s ñWmnZm 4 Aà¡b 1975 H$mo {~b JoQ²>g d nm°b EbZ Zo H$s&
 _mBH«$mogm°âQ> H$m _w»`mb` - aoS>_§S>, dmqeJQ>Z (A_o{aH$m) _| h¡Ÿ&
 _mBH«$mogm°âQ> Am°{\$g H$mo MS Office ^r H$hm OmVm h¡Ÿ&
 Microsoft Office H$mo Office Suit ^r H$hm OmVm h¡&
 Microsoft Office H$m nhbm dO©Z MAC OS Ho$ {bE 1989

_| ~Zm`m J`m&
 19 Zdå~a, 1990 H$mo Microsoft Ûmam Windows Operating

System Ho$ {bE nhbm Microsoft Office 1.0 dO©Z ~Zm`m J`m&
 Microsoft Office Ho$ Microsoft Office 4.0, 4.3, 1995,

1997, 2000, 2003, 2007, 2010, 2013,  2016, 2019 Am{X
dO©Z _mBH«$mogm°âQ> Ûmam ~ZmE Om MwHo$ h¢&

 _mBH«$mogm°âQ> Am°{\$g Ho$ g_mZ EopßbHo$eZ {b~«o Am°{\$g, qH$J
gm°âQ> Am°{\$g, {ZAmo Am°{\$g, AmonZ Am°{\$g, AmoZbr Am°{\$g,
\«$s Am°{\$g Am{X h¡&

 _mBH«$mogm°âQ> Am°{\$g 2021 MS Office H$m ZdrZV_ dO©Z h¡&
 AmOH$b EÝS>́m°BS> \$moZ, AmB© \$moZ Am{X _| ^r MS  Office WPS

Office Ho$ Zm_ go CnbãY h¡& WPS H$m nyU© Zm_ Writer,
Presentation, Spreadsheet  h¡&

 _mBH«$mogm°âQ> Am°{\$g H$m à`moJ gm_mÝ`V`m EH$ H$m`m©b` `m ñHy$b
Am{X _| {H$`m OmVm h¡&

 Microsoft Office _| _w»` ê$n go Mma àmoJ«m_ `m EpßbHo$eZ
gm°âQ>dò a hmoVo h¢—
1. Microsoft Word - Text S>m°Š`y_oÝQ> ~ZmZo hoVw

O¡go—EH$ H$m`m©b` `m ñHy$b Am{X Ûmam nÌ {bIZo hoVw&
2. Microsoft Excel - J{UVr` Ed§ gm§p»`H$s JUZmAm| hoVw>&

O¡go—EH$ H$m`m©b` _| ~hr-ImVo/Am`-ì`` H$m {ddaU XO©
H$aZo hoVw&

3. Microsoft Power Point - ñbmBS> ~ZmH$a àOoÝQ>oeZ XoZo hoVw&
O¡go—{H$gr H$m`m ©b`/H§$nZr Ho$ S> oQ>m, {H«$`m-H$bm_

J{V{d{Y`m±, CnbpãY`m| Am{X H$mo J«m\$ Ed§ àOoÝQ>oeZ Ho$ Ûmam
ì`ŠV H$aZo Ho$ hoVw&

4. Microsoft Access - Data Base EpßbHo$eZ ~ZmZo hoVw
O¡go—EH$ H$m`m©b`/g§JR>Z _| H$m_ H$aZo dmbo ì`pŠV`m| H$m
{ddaU aIZo hoVw EH$ Eogo àmoJ«m_ H$s Amdí`H$Vm hmoVr h¡, Omo
Am±H$‹S>m| Ho$ AmYma na H$m`© H$aHo$ S>oQ>m~og H$mo _¡ZoO (ì`dpñWV)
H$a gHo$, Bg hoVw à`wŠV MS-Access EH$ S>oQ>m~og _¡ZoO_oÝQ>
gm°âQ>dò a h¡&

ZmoQ>…-
1. _mBH«$mogm°âQ> Am°{\$g _| à`wŠV ò N>moQ>o-N>moQ>o EpßbHo$eZ

gm°âQ>dò a gm_y{hH$ ê$n go Office Assistant H$hbmVo h¢Ÿ&
2. \«§$Q> noO MS Office H$m Eogm EpßbHo$eZ h¡ Omo do~ page

~ZmZo Ho$ H$m_ AmVm h¡&
 Microsoft Office _| AÝ` àmoJ«m_ Microsoft Office Tools,

One Notes, Info Path Designer, InfoPath filler, Outlook,
Share Point Workspace Am{X h¡&
ZmoQ>…—B©-_ob ŠbmBÝQ> godm hoVw à`wŠV E_.Eg.AmCQ>bwH$
(MS-Outlook) ^r E_.Eg.Am°{\$g H$m ^mJ h¡& Bg_| `yOa H$B©
gmao E-mail account H$mo EH$ hr OJh AnZo H$åß`yQ>a _| {~Zm
~«mCOa Ho$ Imob gH$Vm h¡&

_mBH«$mogm°âQ> dS>© n[aM`
(Microsoft Word Introduction)

 dS>© àmogoga (Word Processor)—dS>© àmogoga EH$ Eogm àmoJ«m_/
gm°âQ>dò a h¡ Omo dS>© `m eãXm| na àmogog `m H$m`© H$aVm h¡&

 dS©> àmogoga Ho$ AZoH$ àmoJ«m_ / gm°âQ>dò a Word Star, MS Word,
Word Perfect , Soft Word , Akshar Am{X h¢&

 dV©_mZ _| gdm©{YH$ à`wŠV dS>© àmogoga E_.Eg. dS>© (M.S.
Word) h¡, Š`m|{H$ dS>© ñQ>ma, Aja Am{X àmogoga _| H$_ gw{dYmE± h¢&

 Microsoft word EH$ dS©> àmogoga àH$ma H$m EßbrHo$eZ
gm°âQ>dò a h¡&

 Microsoft word _mBH«$mogm°âQ> Am°{\$g H$m EH$ dS©> àmogo{g§J
àmoJ«m_ h¡, {OgH$m ZdrZV_ dO©Z 2019 h¡& Omo Windows
Operating System hoVw 24 {gVå~a, 2018 H$mo Launch {H$`m
J`mŸ&

1
Word Processing (M.S. Word)

[dS>© àmogoqgJ (E_.Eg. dS>©)]

11

‘I’

[Opening and Closing Documents, Elements of Word Processing,

Formatting the text and its presentation features, Text Creation]
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 MS Word _| {H$E OmZo dmbo H$m`m] _| Q>mBn {H$E eãXmo H$m a§J
~XbZm, AmH$ma d AmH¥${V ~XbZm, eãXmo Ho$ ZrMo aoIm (Underline)
ItMZm, eãXm| H$mo Jham (Bold) H$aZm, eãXm| H$mo {VaN>m (Italic)
H$aZm, {d{^Þ n§pŠV`m| Ho$ àW_ Ajam| d A§{V_ Ajamo§ H$mo EH$ grY
_o| H$aZm, Ajamo§ H$mo noO Ho$ _Ü` _| H$aZm, eãXm| H$s ñno{b§J d
ì`mH$aU g§~Yr Jb{V`m± Xya H$aZm, noO Ho$ Mmamo§ Va\$ ~m°S©>a bJmZm,
{d{^Þ n§pŠV`mo§ H$mo dU© H«$_mZwgma ì`d{ñWV H$aZm, àË òH$ noO na
h¡S>a d \w$Q>a XoZm VWm {d{^Þ àH$ma Ho$ {MÍm/J«m\$ BÝgQ>© H$aZmŸ&

 MS Office H$m ^mJ MS Word ZmoQ>noS> (Notepad) Ho$ g_mZ
hr h¡& MS Word Ed§ ZmoQ>noS> XmoZm| text editor h¡, XmoZm| H$m Cn`moJ
Q>oŠñQ> \$mBb ~ZmZo, ImobZo Ed§ E{S>Q> H$aZo hoVw hmoVm h¡& ZmoQ>noS>
Q>oŠñQ> \$m_}qQ>J H$s gw{dYm Zht XoVm h¡, O~{H$ MS Word `h
gw{dYm XoVm h¡&

EŠgQ>|eZ (Extension)

 EŠgQ>|eZ {H$gr \$mBb/S>m°Š`y_oÝQ> Ho$ àH$ma /\$m°_}Q> Ho$ ~mao _|
~VmVm h¡ AWm©V² EŠgQ>|eZ Ûmam `h OmZH$mar {_b OmVr h¡ {H$ \$mBb
pdf/image/word file/excel spreadsheet Am{X _| H$m¡Z-gr h¡&

 _mBH«$mogm°âQ> dS©>  _| ~ZZo dmbr \$mBb H$mo  S>m°Š`y_|Q> (Document)
file H$hm OmVm h¡&

 _mBH«$mogm°âQ>  dS©>  H$m  \$mBb  EŠgQ>|eZ  (Microsoft Word
Extension) .Doc/.Docx hmoVm h¡&

 _mBH«$mogm°âQ> dS©> Ho$ dO©Z Word 1997, Word 2000, Word
2003  hoVw .Doc VWm Word 2007, Word 2010, Word
2013, Word   2016, Word 2019 hoVw .Docx EŠgQ>|eZ   Ho$
ê$n _| à`wŠV hmoVm h¡&

 Qo>ånboQ> \$mBb (Template File) H$m EŠgQ>|eZ _mBH«$mogm°âQ> dS©>
2000, 2003 _| .Dot VWm _mBH«$mogm°âQ> dS©> 2010, 2013, 2016,
2019 _| .Dotx H$m hmoVm h¡&

 Macro File H$m Extension .Docm hmoVm h¡&
H$åß`yQ>a _| _mBH«$mogm°âQ> dS©> H$mo Open H$aZo Ho$ Step-
1. Run Command Ho$ Ûmam Open H$aZm—

Window + R Ho$ _mÜ`_ go aZ ~m°Šg AmonZ H$a Cg_| Winword/
Winword.exe {bI|Jo&
ZmoQ>—H$åß`yQ>a {gñQ>_ _| {H$gr ^r àmoJ«m_ H$mo Run Box Ho$ _mÜ`_
go Open H$aZo Ho$ {bE Omo H$_mÊS> hmoVo h¢ CÝh| Run Command
H$hm OmVm h¡Ÿ&
ZmoQ> …- Microsoft Word H$m aZ H$_mÊS> Winword/
Winword.exe hmoVm h¡Ÿ&

2. Start Button Ho$ Ûmam Open H$aZm—
 Start–>All Programs–>Microsoft Office–

>Microsoft Office Word
Note:-Microsoft Word AmonZ hmoZo na ñH«$sZ na Omo {dÊS>mo
àX{e©V hmoVm h¡ Cgo dS©> {dÊS>mo H$hm OmVm h¡&

Fig. : Microsoft Word Window
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`{X H$åß`yQ>a na à`moJ _| {b`m OmZo dmbm \$m°ÊQ> CnbãY
Zht h¡ Vmo ~«mCOa AnZo Default font na pñdM hmo
OmEJm, `{X `h {H$gr ^r {S>\$m°ëQ> goqQ>J _| H$moB© Font
Zht Ty>±‹T> nmVm h¡ Vmo `h {gñQ>_ Ûmam \$m°ÝQ> _¡ZoOa _|
CËnÝZ hmoZo dmbo nhbo \$m°ÊQ> H$mo ñdrH$ma H$aoJm&

 Font Size/\$m°ÝQ> gmBO >(Ctrl+Shift+P)
BgHo$ _mÜ`_ go \$m°ÝQ>/Qo>ŠñQ> H$s gmBO H$mo ~‹T>m`m d
KQ>m`m Om gH$Vm h¡&
gboŠQ> {H$E hþE Q>oŠñQ> H$s gmBO ~‹T>mZo hoVw (Increase
Font Size) Ctrl+Shift+> VWm gmBO KQ>mZo
(Decrease Font Size) hoVw Ctrl+shift < H$m à`moJ
{H$`m hmoVm h¡Ÿ&
Ctrl+Shift+> key EH$ ~ma press H$aZo go \$m°ÝQ>
gmBO 2 ~‹T>Vr h¡ Ed§ Ctrl+shift < go \$m°ÝQ> gmBO
EH$ ~ma press H$aZo na 2 KQ>Vr h¡&
\$m°ÝQ> H$s gmBO pt (Points) _| _mnr OmVr h¡&
By default (nyd© {ZYm©{aV) \$m°ÝQ> gmBO 11pt hmoVr
h¡&
MS-Word _| \$m°ÝQ> gmBO Ý`yZV_ 1 VWm A{YH$V_
1638 hmoVr h¡&
\$m°ÝQ> gmBO> S>́m°n-S>mCZ {bñQ (\$m_}qQ>J Qy>b~ma) _|
Ý`yZV_ 8 VWm A{YH$V_ 72 hmoVr h¡&
\$m°ÝQ> H$s gmBO H$mo 1-1pt go ~‹T>>mZo Ho$ {bE Ctrl+]
VWm 1-1pt go KQ>mZo Ho$ {bE Ctrl+[ em°Q©> H$Q> H$sO H$m
nŒ̀ moJ {H$`m OmVm h¡&
Font Style/\$m°ÝQ> ñQ>mBb—Font Style 4 àH$ma
H$s hmoVr h¡—
1. Bold 2. Italic 3. Regular 4. Bold Italic
MS Word _| ~Zr \$mB©b H$m By default Font
Style Regular hmoVm h¡Ÿ&

 Bold/~moëS> (Ctrl+B)
~moëS> H$aZo AWm©V² BgHo$ Ûmam Qo>ŠñQ> H$mo Jham `m _moQo>
Aja _| {H$`m OmVm h¡&
O¡go-COMPUTER

 Italic/BQ>m{bH$ (Ctrl+I)
BQ>m{bH$ H$aZo AWm©V²  BgHo$ Ûmam Qo>ŠñQ> H$mo {VaN>m {H$`m
OmVm h¡&
O¡go-COMPUTER

 Underline/A§S>abmBZ (Ctrl+U)
A§S>abmBZ H$aZo AWm©V² BgHo$ à`moJ go Qo>ŠñQ> Ho$ ZrMo
aoIm àX{e©V H$s OmVr h¡&
O¡go-COMPUTER

 Strikethrough/ñQ>́mBH$W«y
BgHo$ Ûmam Qo>ŠñQ> Hoo$ _Ü` aoIm àX{e©V H$s OmVr h¡&
AWm©V² M`{ZV Qo>ŠñQ> H$mo H$mQ> {X`m OmVm h¡& `h H$_mÊS>
JbV Qo>ŠñQ> H$mo H$mQ>Zo hoVw ^r à`wŠV H$s OmVr h¡Ÿ&

O¡go—COMPUTER
 Subscript/g~ñH«$sßQ> (Ctrl+=)

BgHo$ Ûmam gboŠQ> {H$`o JE Qo>ŠñQ>> H$mo gm_mÝ` Qo>ŠñQ> go
N>moQ>m d ZrMo H$s Amoa àX{e©V {H$`m OmVm h¡ AWm©V²
{H$gr Qo>ŠñQ> Ho$ Wmo‹S>m ZrMo Xygam Qo>ŠñQ> bJmZo hoVw&
O¡go-H2SO4, 372

BgH$m à`moJ amgm`{ZH$ A{^{H«$`mAmo§ H$mo {bIZo hoVw
{H$`m OmVm h¡—

 Superscript/gwnañH«$sßQ>> (Ctrl+Shift++)
BgHo$ Ûmam gboŠQ> {H$`o JE Qo>ŠñQ> H$mo gm_mÝ` Qo>ŠñQ> go
N>moQ>m d D$na H$s Amoa àX{e©V {H$`m OmVm h¡ AWm©V²
Q>oŠñQ> H$mo KmV Ho$ ê$n _| {bIZo hoVw à`wŠV hmoVm h¡Ÿ&
O¡go-X2+Y2, 254, a3, m5

J{UVr` àíZm| d \$m°_y©bm {bIZo _| BgH$m à`moJ {H$`m
OmVm h¡&

 Grow Font/J«mo \$m°ÝQ> (Ctrl+Shift+>)
BgHo$ Ûmam {H$gr Qo>ŠñQ> H$s gmBO H$mo nyd© {ZYm©{aV
A§Vamb go ~‹T>m`m OmVm h¡&

 Shrink Font/{l§H$ \$m°ÝQ> (Ctrl+Shift+<)
BgHo$ Ûmam {H$gr Qo>ŠñQ> H$s gmBO H$mo nyd© {ZYm©{aV
A§Vamb go KQ>m`m OmVm h¡&

 Change Case/MoÝO Ho$g (Shift+F3)
BgHo$ Ûmam Qo>ŠñQ> Ho$ Case H$mo ~Xbm OmVm h¡& `h nm±M
àH$ma H$m hmoVm h¡—
(i) Sentence Case—BgHo$ Ûmam nyao dmŠ` H$m nhbm

Aja H¡${nQ>b boQ>a d ~mH$s g^r Aja H$mo ñ_m°b
boQ>a _| ~Xbm OmVm h¡&
O¡go—Work hard dream big.

(ii) Lower Case—BgHo$ Ûmam dmŠ` Ho$ g^r Ajamo
H$mo ñ_m°b boQ>a _| ~Xbm OmVm h¡&
O¡go-work hard dream big.

(iii) Upper Case—BgHo$ Ûmam dmŠ` Ho$ g^r Ajamo
H$mo H¡${nQ>b boQ>a _| ~Xbm OmVm h¡&
O¡go—WORK HARD DREAM BIG..

(iv) Capitalize Each Word—BgHo$ Ûmam gånyU©
dmŠ` _| àË`oH$ dS©> Ho$ nhbo Aja H$mo H¡${nQ>b
boQ>a d AÝ` Ajamo§ H$mo ñ_m°b boQ>a _| ~Xbm OmVm
h¡&
O¡go-Work Hard Dream Big.

(v) Toggle Case—àË òH$ dS©> Ho$ nhbo Aja H$mo
ñ_m°b boQ>a d AÝ` Ajamo§ H$mo H¡${nQ>b boQ>a _|
~Xbm OmVm h¡& O¡go-wORK

 Clear Formatting/pŠb`a \$m °_ © o{Q § >J (Ctrl+
Spacebar)

{H$gr Qo>ŠñQ> na H$s JB© \$m°_}{Q§>J H$mo hQ>mZo Ho$ {bE
pŠb`a \$m°_}{Q§>J H$m à`moJ {H$`m OmVm h¡&
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 2. Page Setup/noO goQ>An J«wn—Bg J«wn Ho$ Ûmam noO H$mo goQ>
(ì`dpñWV) H$aZo H$m H$m`© {H$`m OmVm h¡Ÿ& Bg_| {ZåZ Am°ßeZ hmoVo h¢—

 Margins/_m{O©Z—Bg H$_mÊS> H$m à`moJ H$aHo$ Document
noO Ho$ Mmam| Va\$ EH$ {ZpíMV ñnog N>mo‹S>m OmVm h¡Ÿ&

 Document noO na gm_mÝ`V`m Mma àH$ma Ho$ _m{O©Z Top,
Bottom, Left, Right hmoVo h¢Ÿ&

 _m{O©Z H$m {ZYm©aU B§M _| hmoVm h¡Ÿ&
 By Default Top Ed§ Bottom _m{O©Z 1 B§M `m 2.54

cm hmoVm h¡Ÿ&
 By Default Left Ed§ Right Margin 1 B§M `m 2.54

cm hmoVm h¡Ÿ&
ZmoQ>…-
1. MS-Word 2003 Ed§ Bg_| nhbo Ho$ dO©Zm| _| Left Ed§

Right _m{O©Z 1.25 B§M hmoVm Wm& dV©_mZ _| à`wŠV MS-
Word Ho$ dO©Zm| _| Left Ed§ Right _m{O©Z 1 B§M H$a {X`m
J`m h¡&

 MS Word Document Ho$ {bE h¡S>a Top Margin _| Ed§
\y$Q>a Bottom Margin _| {S>\$mBZ hmoVo h¢Ÿ&

 Gutter Margin/JQ>a _m{O©Z—MS Word _| à`wŠV
Gutter H$m AW© h¡, noO Ho$ EH$ Va\$ `m D$na Hw$N> Imbr OJh
N>mo‹S>Zm, `h Imbr OJh V~ à`wŠV hmoVr h¡, O~ `{X S>mŠ`y_oÝQ>
H$s hmS>©H$m°nr {ZH$mbZr n‹S>o, V~ ~mBpÝS>J̈ AmgmZr go H$s Om
gHo$ Ed§ Omo `yOa Zo {bIm h¡, dmo H$ÝQ>oQ>o Nw>no ^r Zht, AWm©V²
_mBH«$mogm°âQ> dS>© _| Gutter Margin ~mBpÝS>J̈ Ho$ {bE à ẁŠV
hmoVm h¡&

 Orientation/Am°{aEÝQoeZ—S>mŠ`y_|Q> \$mBb _| noO
Am°{a`ÝQo>eZ Xmo àH$ma H$m hmoVm h¡—
(1) Portrait  (2) Landscape

Fig. : Page Orientation

 MS Word _| By Default noO Am°{aEÝQo>>eZ Portrait
hmoVm h¡&

 Size/ gmBO—S>m°Š ỳ_|Q> \$mBb _| noO AbJ-AbJ AmH$ma Ho$
hmoVo h¢ O¡go—Letter, A3, A4, Legal, Executive Am{X&

 By Default noO gmBO Letter hmoVm h¡ Omo {H$ hm°{aOm°ÝQ>b
8.5 B§M d dQ>uH$b 11 B§M hmoVm h¡&

 Columns/H$m°b_—S>m°Š`y_|Q> \$mBb _| {bIo JE Qo>ŠñQ> H$mo
noO Ho$ Xmo `m Xmo A{YH$ H$m°b_ Ho$ ê$n _| ì`d{ñWV {H$`m Om
gH$Vm h¡ VWm Q>oŠñQ> H$mo A{YH$V_ 13 H$m°b_ Ho$ ê$n _|
ì`d{ñWV {H$`m Om gH$Vm h¡&

 Breaks/ ~«oH$—H$g©a H$s dV©_mZ {ñW{V go H$m°b_ `m noO
~«oH$ {X`m OmVm h¡&

 Line Numbers/ bmBZ Zå~a—S>m°Š`y_|Q> H$s àË`oH$ bmBZ
Ho$ AmJo EH$ Zå~a bJm XoVm h¡&

 Hyphenations—Hyphenations H$mo Am°Z H$aZo na bmBZ
H$mo dS²>©g Ho$ {gbm~wgog _| Vmo‹S>>Zo Ho$ {bE AZw_{V XoVm h¡& O~
noO _| H$moB© bmBZ g_má hmo ahr h¡ Am¡a Cg bmBZ Ho$ A§{V_
_| {bIo OmZo dmbm dS©> _o| Ajam| {H$ g§»`m Á`mXm hmoVmo Cg
dS©> Ho$ Hw$N> Ajamo H$mo Cgr bmBZ _| aIH$a CgHo$ AmJo hmB\$Z
( "-' ) {gå~b bJm XoVm h¡ VWm ~mH$s Ho$ Ajamo Ho$ AJbr
bmBZ _| {eâQ> H$a XoVm h¡& O¡go—This is Mano-
harpur.

 3. Page Background/noO ~¡H$J«mCÊS> J«wn—Bg JwŒn Ho$ _mÜ`_ go
noO H$m dmQ>a_mH©$, noO H$ba, ~m°S©>a Am{X H$m {ZYm©aU {H$`m OmVm h¡&

 Watermark/dmQ>a_mH©$—noO Ho$ H$ÝQo>Q> Ho$ nrNo> hëH$m Qo>ŠñQ>>
d {nŠMa {XImZo Ho$ {bE use {H$`m OmVm h¡& AWm©V²² `h àË`oH$
noO H$m ~¡H$ J«mCÊS> Q>oŠñQ> hmoVm h¡Ÿ& Bgo confidential `m
urgent document _| `yO H$aVo h¢& MS-Word _| noO H$s
{df`-gm_J«r H$s n¥ð>^y{_ _| Am^mgr nmR> (nmoñQ> Q>oŠñQ>)
gpå_{bV H$aZo Ho$ {bE dmQ>a_mH©$ H$m Cn`moJ {H$`m OmVm h¡Ÿ&
dmQ>a_mH©$ Xmo àH$ma H$m hmoVm h¡& 1.Text 2. Picture

 Page Color/ noO H$ba—noO H$mo ~¡H$J«mCÊS> Ho$ ê$n _|
H$ba d {nŠMa XoZo Ho$ {bE à`wŠV hmoVm h¡Ÿ&

 Page Borders/ noO ~m°S©>a—S>m°Š`y_oÝQ> Ho$ noOm| _| ~m°S>©a XoZo
Ho$ {bE à`wŠV hmoVm h¡Ÿ&

 4. Paragraph/n¡amJ«m\$—S>m°Š`y_|Q> _| n¡amJ«m\$ gå~pÝYV H$m`© {H$`m
OmVm h¡&



1919Chapter-1 :: Word Processing (M.S. Word)

 _mBH«$mogm°âQ> dS>© _| Regular, Italic, Bold, Underline Am{X
\$m°ÊQ> ñQ>mBb h¡ O~{H$ Superscript Am¡a Subscript EH$
Scripting style hmoVr h¡ Omo Text H$s gm_mÝ` bmBZ go H«$_e:
Wmo‹S>m D$na Am¡a ZrMo pñWV hmoVm h¡ Am¡a ~mH$s Text go N>moQ>m hmoVm h¡&

 {H$gr ^r H$åß`yQ>a _| Stored \$mBbm| Ho$ g_yh H$mo S>m`aoŠQ>ar
(Directory) H$hm OmVm h¡&

 _mBH«$mogm°âQ> \«$ÝQ> noO MS qdS>mo O.S. Ho$ {bE HTML Editer
and Website administration tool h¡&

 {H$gr dmVm©bmn `m Q>oŠñQ> _¡goqOJ _| à`wŠV BBL H$m AW© Be
Back Later.

 MS Word _| à`wŠV h¡qJJ B§S>oÝQ> H$mo Second Line Indent Ho$
Zm_ go OmZm OmVm h¡& `h n¡amJ«m\$ H$s bmBZ H$mo B§S>oQ> H$aVm h¡&

 Corel draw EH$ doŠQ>a J«m{\$Šg E{S>Q>a h¡ Omo Corel

corporation Ûmam {dH${gV {H$`m J`m&
 \$m°Šgàmo (Foxpro) EH$ text AmYm[aV procedurally

oriented àmoJ«mq_J b¢½doO Ed§ S>oQ>m~og à~§YZ àUmbr
(DBMS) h¡&

 Sans Serif  (goÝg go[a\$) \$m°ÊQ> H$mo Jm±{YH$ \$m°ÊQ> ^r H$hVo h¢,
BZ \$m°ÊQ> _| go[a\$ H$m BñVo_mb Zht hmoVm h¡& à_wI goÝg go[a\$
\$m°ÝQ> Avant, Garde, Arial, Geneva h¡ O~{H$ à_wI go[a\$
\$m°ÝQ> Time New Roman, Courier Am{X h¡&

 H$m°bAmCQ> (Callout) EH$ àH$ma H$m Q>oŠñQ> ~m°Šg/bo~b hmoVm
h¡, Bg_| {H$gr XñVmdoO na {H$gr ñWmZ H$s Amoa Bemam H$aVo hþE
{Q>ßnUr Ho$ {bE Q>oŠñQ> em{_b hmoVm h¡ BgH$m à`moJ V~ {H$`m
OmVm h¡, O~ {H$gr {MÌ Ho$ Hw$N> {hñgo H$mo g_PmZo H$s
Amdí`H$Vm hmoVr h¡&

~hþ{dH$ënr` àíZmoÎma

_mBH«$mogm°âQ> Am°{\$g [MS-Office]

 1. MS-Office h¡—
(A) EßbrHo$eZ gm°âQ>dò a(Application Software)
(B) {gñQ>_ gm°âQ>dò a (System Software)
(C) Am°nao{Q§>J {gñQ>_ (Operating System)
(D) CnamoŠV g^r (All of Above)

 2. EßbrHo$eZ gm°âQ>dò a MS Office H$mo ~ZmZo dmbr H$ånZr h¡?
(A) B§Q>ob (B) _mBH«$mogm°âQ>
(C) go_g§J (D) Eßnb

 3. _mBH«$mogm°âQ> Am°{\$g gm°âQ>do`a H$mo ~ZmZo dmbr H$ånZr
_mBH«$mogm°âQ> H$s ñWmnZm H$~ hwB©—
(A) 3 Aà¡b, 1975 (B) 4 Aà¡b, 1975
(C) 4 Aà¡b, 1972 (D) 5 Aà¡b, 1975

 4. _mBH«$mogm°âQ> (Microsoft) H§$nZr Ho$ g§ñWmnH$ h¡—
(A) {~b JoQ²>g (B) ñQ>rd Om°ãg
(C) {~b JoQ>²g Ed§ nm°b EboZ (D) {~b JoQ²>g Ed§ Om°O© Wm°_g

 5. {díd _| gm°âQ>dò a joÌ H$s AJ«Ur H§$nZr _mBH«$mogm°âQ> H$m
_w»`mb` H$hm± h¡?
(A) Aa_m|H$, Ý`ỳ m°H©$ {gQ>r (B) aoS>_§S>, dm°qeJQ>Z S>rgr
(C) OoZodm, pñdQ²>Oab¡ÊS> (D) CnamoŠV _| go H$moB© Zht

 6. gm°âQ>dò a H§$nZr _mBH«$mogm°âQ> H$m dV©_mZ _| _w»` H$m`©H$mar
A{YH$mar (CEO) H$m¡Z h¡?
(A) {~b JoQ²>g (B) ~m°~ dyë_a
(C) Aa{dÝX H¥$îUm (D) gË` ZS>obm

 7. _mBH«$mogm°âQ> Am°{\$g H$mo {H$g AÝ` Zm_ go ^r OmZm OmVm h¡?
(A) MS Office (B) Office Suit

(C) A & B XmoZm| (D) CnamoŠV _| go H$moB© Zht
 8. _mBH«$mogm°âQ> Am{\$g EH$ .................. H$m CXmhaU h¡—

(A) Among-gmog© gm°âQ>dò a
(B) ŠbmoO-gmog© gm°âQ>dò a
(C) H§$nmBba gm°âQ>dò a
(D) {j{VO g_mZmÝVa _mH}$Q> gm°âQ>dò a

 9. {ZåZ{b{IV _| go H$m¡Zgm MS Office H$m _mÝ` g§ñH$aU h¢?
(A) Office XP (B) Office 2016
(C) Office 2010 (D) All of Above

10. BZ_| go H$m¡Zgm E_Eg Am°{\$g H$m d¡Y g§ñH$aU Zht h¢?
(A) E_Eg Am°{\$g 97 (B) E_Eg Am°{\$g 2000
(C) E_Eg Am°{\$g 2003 (D) E_Eg Am°{\$g 2004

11. _mBH«$mogm°âQ> dS©> H$m d¡Y g§ñH$aU (valid version) Zht  h¡—
(A) Am°{\$g _¡ZoOa (B) Am°{\$g EŠg nr
(C) Am{\$g 2010 (D) BZ_| go H$moB© Zhr

12. E§S>́m°̀ S> \$moZ, AmB© \$moZ Am{X _| à`wŠV MS Office H$mo {H$g
Zm_ go OmZm OmVm h¡?
(A) WPS Office (B) MPS Office
(C) RCR Office (D) WSP Office

13. E§S>́m°̀ S> \$moZ _| à`wŠV WPS H$m nyU© Zm_ h¡—
(A) Writer, Present, Spreadsheet
(B) Writing, Presentation, Sportsheet
(C) Writer, Presentation, Spreadsheet
(D) None of the above

14. {ZåZ{b{IV _| go H$m¡Zgm MS Office H$m _mÝ` g§ñH$aU Zht
h¢&
(A) Office XP (B) Office Vista
(C) Office 2007 (D) None of Above

CÎma_mbm
1.(A) 2.(B) 3.(B) 4.(C) 5.(B) 6.(D) 7.(C) 8.(D) 9.(D) 10.(D)

11.(A) 12.(A) 13.(C) 14.(B)
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148. noO Zå~a H$_mÊS> Ûmam noO Zå~a _| Š`m n{adV©Z {H$`m Om
gH$Vm h¡?
(A) noO Zå~a H$s nm°{OeZ (B) noO Zå~a H$s AbmBZ_|Q>
(C) noO Zå~a H$s \$m°a_o{Q§>J (D) CnamoŠV g^r

149. {H$g H$_mÊS> H$s ghm`Vm go h_ ñd`§ H$s Qo>ŠñQ>> ñQ>mB©b ~Zm
gH$Vo h¢?
(A) ñQ>mB©b (B) \$m°a_oQ>
(C) Ý ỳ{¹$H$ ñQ>mB©b (D) Am°da ñQ>mB©b

150. Jmo Qy> H$_mÊS> H$s ghm`Vm go S>m°Š`y_|Q> _| ......................
H$mo {XE JE ñWmZ na ôOm Om gH$Vm h¢&
(A) H¡$aoŠQ>a (B) noO Zå~a (C) Q>oŠñQ> (D) H$g©a

151. {H$gr Text Ho$ case H$mo ~XbZo H$s em°Q©>H$Q> H$s Š`m h¡?
(A) Shift + F3 (B) Ctrl + F5
(C) Shift + C (D) Ctrl + K

ao\$a|g Q>¡~ [References Tab]

152. End Note H$mo Page _| Omo‹S>m OmVm h¡—
(A) Sector Ho$ A§V _| (B) Paragraph Ho$ A§V _|
(C) Document Ho$ A§V _| (D) Page Ho$ A§V _o

153. Footnote Ed§ Endnote H$m Cn`moJ ............ Ho$ {bE {H$`m
OmVm h¡Ÿ&
(A) References (B) Information
(C) Point (D) List

154. ............ EH$ {df` gyMr h¡ Omo S>m°Š ỳ_|Q> _| AnZo g§~{§YV
ao\oŒ$Ýg noO Ho$ gmW Cn{ñWV hmoVm h¡&
(A) Template (B) Table of Content
(C) Clip Art (D) Table

155. noO na Cn{ñWV {H$gr eãX Ho$ ~mao _| Cgr noO Ho$ ZrMo {bIm
J`m N>moQ>m {ddaU Š`m H$hbmVm h¢?
(A) h¡S>a (Header) (B) \w$Q>a (Footer)
(C) E§S>ZmoQ> (End-note) (D) \w$Q>ZmoQ> (Foot-note)

156. ............ EH$ N>moQ>r horizontal line h¡ Omo EH$ XñVmdoO Ho$
{ZîH$f© H$mo Xem©Vr h¡Ÿ&
(A) Insertion point (B) End mark
(C) Status indicator (D) Scroll box

_oqbJ Q>¡~ [Mailing Tab]

157. EH$ Eogr à{HŒ$`m {Og_| EH$ gmW ~hþV go àmáH$Vm©Amo§ H$mo g§Xoe
^oOm OmVm h¡ H$hbmVr h¢—
(A) Mail Merge (B) Macro Marge
(C) Mega Marge (D) Micro Marge

[aì`y Q>¡~ [Review Tab]

158. MS Word _| Translate Option {H$g Q¡>~ _| CnbãY hmoVm
h¡?
(A) View (B) Review
(C) Reference (D) Insert

159. MS Word _| ñnoqbJ M¡H$ H$aZo H$s Shortcut key h¡—
(A) F7 (B) F8 (C) F9 (D) F1

160. ............ g_mZmW©H$ eãXmo§ H$s eãXH$moe h¡ {OgH$m Cn`moJ
g_mZmW©H$ eãXmo§ H$mo ImoOZo Ho$ {b`o H$aVo h¢Ÿ&
(A) Thesaurus (B) Translate
(C) Resaurus (D) CnamoŠV _| go H$moB© Zht

161. `{X {H$gr text _| Grammatically error hmo Vmo Cg text
Ho$ ZrMo {H$g Color H$s bmBZ {XIVr h¡?
(A) Red (B) Blue
(C) Green (D) CnamoŠV _| go H$moB© Zht

162. S>m°Š`y_|Q> H$mo ñdV: ghr H$aZo Ho$ {bE h_ ............ H$m Cn`moJ
H$aVo h¢&
(A) Am°Q>mo H$aoŠQ> \$sMa (B) Am°Q>mo H$åßbrQ> \$sMa
(C) \$mo_}{Q§>J (D) {~{ëS§>J ãbm°Šg

163. BZ_| go H$m¡Zgr key dV©Zr Am¡a ì`mH$aU H$s Om§M H$mo g{H«$`
H$aVr h¡?
(A) F5 (B) F7 (C) F2 (D) F8

164. {H$g H$_mÊS> H$s ghm`Vm go h_ AnZo S>m°Š`y_oÝQ> _| nyd©
n{a^m{fV Qo>ŠñQ> S>mb gH$Vo h¢&
(A) Am°Q>mo H$aoŠQ> (Auto Correct)
(B) Am°Q>mo Qo>ŠñQ> (Auto Text)
(C) A Am¡a B XmoZm|
(D) BZ_| go H$moB© Zht

165. E_Eg dS©> _| eãXm| Ho$ ZrMo bmb a§J H$s Va§{JV aoIm  ............
H$mo Xem©Vr h¡Ÿ&
(A) dV©Zr _| Aew{Õ (B) ì`mH$aU H$s Aew{Õ
(C) EŚo>g ãbm°H$ (D) CnamoŠV _| go H$moB© Zht

166. {Wgm°ag {dÊS>mo (Thesaurus Window) H$mo ImobZo H$s
em°Q©>H$Q>-H$s Š`m hmoVr h¡?
(A) Ctrl + F7 (B) F7
(C) Shift + F7 (D) Alt + F7

167. E_Eg dS©> _| Q>́m§gboQ> Am°ßeZ {H$g Qo>~ _| CnbãY hmoVm h¡?
(A) {aì`y (B) ì`y (C) B§gQ©> (D) {a\$aoÝg

168. dS©> _| eãXm| Ho$ ZrMo hao a§J H$s Va§{JV aoIm ......... H$mo Xem©Vm
h¢&
(A) eãX `m bmB©Z _| ì`mH$aU H$s Aew{Õ H$m hmoZm
(B)  eãX H$m EŚo>g H$m JbV hmoZm
(C)  eãX H$s ñno{b§J _| Aew{Õ H$m hmoZm
(D) CnamoŠV g^r

169. {ZåZ{b{IV _| go H$m¡Zgr Function Hw§$Or ñn¡ba H$mo activate
H$aVr h¢?
(A) F3 (B) F11 (C) F12 (D) F7

ì`y Q>¡~ [View Tab]

170. MS Word 2010 H$m {S>\$mëQ> ì`y hmoVm h¡—
(A) Print Layout (B) Normal
(C) Outline (D) Web Layout

CÎma_mbm
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245. EH$ document H$mo {H$VZo àH$ma go god (save) {H$`m Om gH$Vm
h¡—
(A) 6 (B) 1
(C) 2 (D) 3

246. S>~b bmBZ ñnoqgJ (Double Line Spacing) H$s em°Q>©H$Q>
Hw§$Or H$m¡Zgr hmoVr h¡—
(A) Ctrl+1 (B) Ctrl+2
(C) Ctrl+1 (D) Shift+2

247. MS Word _| à`wŠV {d{^Þ shortcut keys H$m AZwà`moJ

hoVw C{MV H$m M`Z H$a|—
goQ>-I goQ>-II

(a) Alt + Ctrl + D (i) Copyright Symbol B§gQ>©
H$aZo hoVw

(b) Alt + Ctrl + C (ii) \$m°_}Q> noÝQ>a hoVw
(c) Ctrl + Shift + C (iii) Change Case
(d) Shift + F3 (iv) Endnote BÝgQ>© H$aZo hoVw
(A) a-i, b-ii, c-iii, d-iv (B) a-iv, b-i, c-ii, d-iii
(C) a-iv, b-i, c-iii, d-ii (D) a-i, b-iv, c-ii, d-iii

{Xëbr nw{bg _| {dJV ^Vr© narjmAmo§ _| nyN>o JE àíZ

 1. MS Word 2010 _|, 'Start Mail Merge' (ñQ>mQ>© _ob _O©)
{dH$ën {ZåZ{b{IV _| go {H$g _oZy/Q>¡~ _| CnbãY hmoVm h¡?

[Delhi Police, 16-12-2020, I-Shift]

(A) Review ([aì`y) (B) Mailings (_oqb½g)
(C) Insert (B§gQ>©) (D) References (ao\$a|goO)

 2. MS Word 2010 _| H$g©a H$mo Q>oŠñQ> H$s {H$gr bmBZ Ho$ A§V
_| bo OmZo Ho$ {bE, AmnH$mo ........ H$s-~moS>© em°Q>©H$Q> X~mZm
hmoJm& [Delhi Police, 16-12-2020, I-Shift]
(A) Shift+Home (B) Home
(C) End (D) Ctrl + End

 3. .......EH$ ~‹S>o AmH$ma H$m Aja (large capital letter) h¡
{OgH$m à`moJ MS Word 2010 _| n¡amJ«m\$ `m goŠeZ H$s
ewéAmV _| EH$ gOmdQ>r VËd Ho$ ê$n _| {H$`m OmVm h¡&

[Delhi Police, 16-12-2020, I-Shift]

(A) Large Cap (bmO© H¡$n)(B) Huge Cup (øyO H¡$n)
(C) Drop Cap (Ś>m°n H¡$n) (D) Big Cup ({~J H¡$n)

 4. MS Word 2010 _| 'Drop Cap' (S>́m°n H¡$n) {dH$ën Ho$
VhV {S>\$m°ëQ> ê$n go {H$VZr bmBZ| S>́m°n hmoVr h¢?

[Delhi Police, 16-12-2020, I-Shift]

(A) VrZ (B) Mma (C) Xmo (D) nm±M
 5. MS Word 2007 _| qàQ> àrì`y Ho$ A§VJ©V {ZåZ{b{IV _| go

H$m¡Zgm {dH$ën Zht hmoVm h¡?
[Delhi Police, 16-12-2020, II-Shift]

(A) qàQ> (B) Oy_
(C) noO goQ>An (D) pŠdH$ qàQ>

 6. MS Word H$r {ZåZ{b{IV _o§ go {H$g {deofVm H$m Cn`moJ
{H$gr XñVmdoµO _o§ EH$ {d{eï {~§Xw H$mo Zm_ XoZo Ho$ {bE {H$`m
OmVm h¡? [Delhi Police, 16-12-2020, II-Shift]
(A) Bookmark (B) Hyperlink
(C) AutoFormat (D) Cross-reference

 7. MS Word 2007 _| _¡ZwAb ê$n go A{YH$V_ {H$VZr \$m°ÝQ>
gmBO goQ> H$s Om gH$Vr h¡? [Delhi Police, 16-12-2020, II-Shift]
(A) 1638 (B) 1683 (C) 78 (D) 72

 8. MS Word 2013 _| god {H$E JE S>m°Š`y_|Q> _| ........
EŠgQ>|eZ hmoVm h¡& [Delhi Police, 16-12-2020, II-Shift]
(A) .rtf (B) .docx (C) .dokx (D) .ocx

 9. MS Word 2010 _|, ñnoqbJ Am¡a J«m_a {dH$ën H$m à`moJ
H$aZo Ho$ {bE, nhbo ........ Q>¡~ na pŠbH$ H$aZm hmoJm Am¡a
{\$a ........ J«wn Ho$ A§VJ©V 'Spelling & Grammar'$na
pŠbH$ H$aZm hmoJm& [Delhi Police, 14-12-2020, I-Shift]

(A) Review ([aì ỳ), Proofing (àyq\$J)
(B) Review ([aì ỳ), Compare (H$ånò a)
(C) Design ({S>OmBZ), Tracking (Q́>oqH$J)
(D) View (ì`y), Language (b¢½doO)

10. MS World 2010 _| 'Paste Special' S>m`bm°J ~m°Šg ImobZo
Ho$ {bE {ZåZ{b{IV _| go {H$g H$s-~moS>© em°Q>©H$Q> H$m à`moJ
{H$`m OmVm h¡? [Delhi Police, 14-12-2020, I-Shift]
(A) Ctrl + Alt + X (B) Ctrl + Shift + V
(C) Ctrl + V (D) Ctrl + Alt + V

11. MS Word 2010 _| H$s-~moS>© em°Q>©H$Q> 'Shift+F3' H$m CÔoí`
Š`m h¡? [Delhi Police, 14-12-2020, I-Shift]

(A) `h em°Q>©H$Q> font color {dH$ën àX{e©V H$aVm h¡
(B) `h em°Q>©H$Q> font size {dH$ën àX{e©V H$aVm h¡
(C) `h em°Q>©H$Q> text H$mo uppercase (~‹S>o Aja), lowercase

(N>moQ>o Aja) Am¡a title case (erf©H$ Aja) Ho$ ~rM pñdM
H$aVm h¡

(D) `h em°Q>©H$Q> alignment (AbmBZ_|Q>) {dH$ën àX{e©V H$aVm
h¡&

12. MS Word 2007 S>m°Š`y_|Q> Ho$ Xmo g§ñH$aUm| H$s VwbZm H$aZo Ho$
{bE, ........ Q>¡~ na OmZm hmoJm Am¡a 'Compare' J«wn Ho$ A§VJ©V
......... {dH$ën na pŠbH$ H$aZm hmoJm&

[Delhi Police, 14-12-2020, I-Shift]
(A) Review ([aì ỳ), Compare (H$ånò a)
(B) Review ([aì ỳ), Tracking (Q́>oqH$J)
(C) Review ([aì`y), Track Change (Q́>¡H$ M|O)
(D) View (ì`y), Window (qdS>mo)

CÎma_mbm
245.(D) 246.(B) 247.(B)

1.(B) 2.(C) 3.(C) 4.(A) 5.(D) 6.(A) 7.(A) 8.(B) 9.(A) 10.(D) 11.(C) 12.(A)
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{d{^ÝZ à{V`moJr narjmAmo§ Ho$ Previous Year Questions

 1. _ëQ>r H$m°b_ S>m°Š`y_|Q> ~ZmZo Ho$ {bE H$m¡Zgm ~Q>Z à`moJ {H$`m
OmVm h¡? [CET 10+2, 11.02.2023]

(A) ~«oH$ H$m°b_ (B) _ëQ>r H$m°b_
(C) H$m°b_ (D) goQ> H$m°b_

 2. dXm©Zm ....... H$m àH$ma h¡— [CET 10+2, 11.02.2023]

(A) \$m°ÝQ> e¡br (B) \$m°ÝQ> AmH$ma
(C) \$m°ÝQ> g§aoIU (D) \$m°ÝQ> H$bm

 3. _mBH«$mogm°âQ> dS>©$ 2016 _| dm°Q>a_mH©$ {dH$ën$....... _oZy _| hmoVm
h¡— [CET 10+2, 11.02.2023]

(A) B§gQ>© (B) ì`y (C) [aì`y (D) {S>OmBZ
 4. nmoQ́>}Q> d b¢S>ñHo$n {dH$ën h¡— [CET 10+2, 05.02.2023]

(A) nona AmH$ma H$m (B) noO Amo[aE§Q>oeZ H$m
(C) noO boAmCQ> H$m (D) noO gmBO (AmH$ma) H$m

 5. E_Eg dS>© _| S>m°Š`y_|Q> H$mo god H$aZo H$s em°Q>©H$Q> Hw§$Or h¡—
[CET 10+2, 05.02.2023]

(A) Ctrl + O (B) Ctrl + S
(C) Ctrl + F (D) Ctrl + P

 6. \$m°_}qQ>J Qy>b~ma_| CnbãY \$m°ÝQ> gmBO Qy>b~ma _| CnbãY
Ý`yZV_ Am¡a A{YH$V_ \$m°ÝQ> gmBO Š`m h¡?

[CET 10+2, 04.02.2023]

(A) 6 Am¡a 68 (B) 8 Am¡a 68
(C) 6 Am¡a 72 (D) 8 Am¡a 72

 7. _mBH«$mogm°âQ> pŠbn J¡bar H$m à`moJ—
(A) dS>© AmQ>© Omo‹S>Zo Ho$ {bE [CET 10+2, 04.02.2023]

(B) ñnob MoH$ H$aZo Ho$ {bE
(C) pŠbn AmQ>© {nŠMg© Omo‹S>Zo Ho$ {bE
(D) ñbmBS> H$mo hQ>mZo Ho$ {bE

 8. Ctrl + Y H$m à`moJ {H$`m OmVm h¡—
(A) n¡amJ«m\$ EbmBZ H$aZo Ho$ {bE [CET 10+2, 04.02.2023]

(B) EH$ XñVmdoO H$mo ~§X H$aZo Ho$ {bE
(C) A§{V_ {H«$`m H$mo [anrQ> `m arSy> H$aZo Ho$ {bE
(D) A§{V_ {H«$`m nyd©dV² H$aZo Ho$ {bE

 9. E_Eg dS>© _|, O~ noO _m{O©Z Am°ëQ>a {H$`o OmVo h¢ `m O~
Q>oŠñQ> H$a§Q> bmBZ na {\$Q> Zht hmoVm, V~ H$m¡Zgm \$sMa Q>oŠñQ>
H$mo ñdV… hr ZoŠñQ> bmBZ _| _yd H$a gH$Vm h¡?

[CET 10+2, 05.02.2023]

(A) dS>© a¡n (B) dS>© E§Q>a
(C) dS>© \$m°_}Q> (D) dS>© ñH«$mob

10. E_.Eg. dëS>©-2019 Ho$ g§X ©̂ _|, A§{V_ n[adV©Z Ho$ ñWmZ na
OmZo Ho$ {bE, H$s ñQ>́moH$ h¡— [CET Grad.  08.1.2023]

(A) Am°ëQ> + F6 (B) H$ÝQ́>mob + F7
(C) {eâQ> + F5 (D) H§$Q́>mob + {eâQ> + F8

11. E_.Eg.dS>© Šo gmW H$m`© H$aVo g_` H$m¡Zgm {dH$ën \$mBb
_oÝ` _| CnbãY Zht hmoVm h¡? [CET Grad.  07.1.2023]

(A) {àÝQ> {àì`y (B) god
(C) h¡S>a Ed§ \w$Q>a (D) god EO

12. S>m°Š`y_|Q> _| EH$ ñWmZ go Xygao ñWmZ OmZo Ho$ {bE E_.Eg.dS>©-
2019 H$s Hw§${O`m| Ho$ g§X ©̂ _| {ZåZ H$WZm| na {dMma H$a|—

[CET Grad., 08.01.2023]

I. END X~mZo na Amn S>m°Š`y_|Q> Ho$ A§V na nhþ±Mm {X`o OmVo h¢Ÿ&
II. PgDn X~mZo na AmnH$mo EH$ ñH«$sZ ZrMo nhþ±Mm {X`m OmVm h¡Ÿ&
III. H$ÝQ́>mob + hmo_ (Ctrl + Home) X~mZo na AmnH$mo S>mŠ`y_|Q>

Ho$ erf© na nhþ±Mm {X`m OmVm h¡Ÿ&
CnamoŠV _| go H$m¡Zgo H$WZ gË` h¡?
(A) I VWm II (B) II VWm III
(C) I VWm III (D) I, II VWm III

13. E_.Eg.-dS>©-2019 S>m°Š ỳ_|Q> Ho$ g§X^© _| {ZåZ H$WZm| na {dMma
H$a|– [CET Grad., 08.01.2023]

I. Nw>no hþE \$m°_}Q> {M•m| H$mo "H§$Q>́mob + {eâQ> + 8' X~mH$a XoIm
Om gH$Vm h¡Ÿ&

II. "H§$Q́>mob + EÝQ>a' X~mH$a EH$ bmBZ à{dï> H$adm`m Om gH$Vm h¡Ÿ&
C{MV H$WZ h¡/h¢—
(A) Ho$db I (B) Ho$db II
(C) I VWm II XmoZm| (D) Z I Am¡a Zm hr II

CÎma_mbm
92.(B) 93.(A) 1.(C) 2.(A) 3.(D) 4.(B) 5.(B) 6.(D) 7.(C)

8.(C) 9.(A) 10.(C) 11.(C) 12.(B) 13.(A)

92. {ZåZ{b{IV _| go H$m¡Z gm EH$ dS>© àmogoqgJ gm°µâQ>dò a Zht
h¡? [Delhi Police, 08-12-2020, I-Shift]

(A) E_.Eg. dS>© (B) E_. Eg. EŠgob
(C) dS>© n¡S> (D) ZmoQ> n¡S>

93. MS Word _| Q>oŠñQ> Ho$ ~hþV go {hñgm| _| {H$gr Q>oŠñQ> H$m

\$m°ÝQ>-H$ba Am¡a gmBµO à`wº$ H$aZo Ho$ {bE {ZåZ{b{IV _| go
{H$g Qy>b H$m Cn`moJ {H$`m Om gH$Vm h¡?

[Delhi Police, 08-12-2020, I-Shift]

(A) µ\$m°_}Q> n|Q>a (B) BaoµOa
(C) [aßbog (D) emo/hmBS> ~Q>Z
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 _mBH«$mogm°âQ> EŠgob Microsoft Office Package H$m EH$ ^mJ h¡ VWm EŠgob EH$ BboŠQ́>mo{ZH$ Spreadsheet Program h¡&
 ñàoS>erQ> àmoJ«m_ H$m Cn`moJ gm§p»`H$s (Statistical) S>mQ>m Ho$ {díbofU _|, J{UVr` JUZmAm| (Mathematical Calculations) _|, ~OQ>

~ZmZo _|, EH$mCpÝQ>J̈ dH©$erQ> {Z_m©U _|, {dÎmr` boZ-XoZ H$m [aH$m°S>© aIZo hoVw {H$`m OmVm h¡&

Fig. : MS Excel Window

2
Spread Sheet Software (MS-Excel)

[ñàoS>erQ> gm°âQ>do`a (E_.Eg. EŠgob)]

 àW_ BboŠQ́>m°{ZH$ ñàoS>erQ> àmoJ«m_ (Electronic Spreadsheet
Programme) Visicalc h¡Ÿ&

 MS Excel gm§p»`H$s JUZm H$aZo Ed§ Chart ~ZmZo Ho$ gmW hr
S>mQ>m H$m {díbofU H$aZo, S>mQ>m Ed§ gyMZmAm| H$mo ì`dpñWV H$aZo hoVw
à`wŠV hmoVm h¡Ÿ&

 MS Excel Ho$ à`moJ go Accounts related H$m ©̀ VWm ~‹S>r-~‹S>r
JUZmE± ^r AmgmZr go H$s Om gH$Vr h¢Ÿ&

 Excel Ho$ g_mZ Am¡a ^r AZoH$ ñàoS>erQ> àmoJ«m_ O¡go-Lotus 1-2-
3, Libra Office, Google Sheets, I Work Numbers, Lotus
Symphony, VisiCalc Am{X h¡Ÿ&

 EŠgob \$mBb H$m \$m°_}Q> `m EŠgQ§o>eZ (Extension) .xls/.xlsx
hmoVm h¡&

 MS Excel 2010 _| Template File H$m EŠgQ>|eZ .xltx hmoVm h¡Ÿ&
 EŠgob H$m aZ H$_mÊS> (Run command of Excel) Excel/

Excel.exe hmoVm h¡&
 EŠgob H$s àË òH$ \$mBb H$mo dH©$~wH$ (Workbook) H$hm OmVm h¡&
 MS Excel _| By Default Sheet H$m Zm_ Sheet 1 hmoVm h¡Ÿ&
 MS Excel _| EŠgob dH©$erQ> H$m Zm_ H$_ go H$_ 1 character

bå~m Am¡a A{YH$ go A{YH$ 31 dUm] (Characters) H$m hmo
gH$Vm h¡Ÿ&

4141

‘II’

[Function and Formulas, Elements of Spread Sheet, Editing of Cells]
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dH©$~wH$ Ed§ dH©$erQ> (Workbook & Worksheet)

Fig. : Excel Workbook

 gobm| Ho$ g_yh H$mo dH©$erQ> H$hm OmVm h¡ AWm©V² Worksheet gob
H$m g§J«h (Collection of Cells) h¡&

 EH$ hr dH©$~wH$ _| g_mZ Zm_ H$s dH©$erQ> Zht hmo gH$Vr h¡Ÿ&
 am° (Raw) Ed§ H$m°b_ (Column) Ho$ à{VÀNo>XZ (Intersection)

{~ÝXw H$mo gob H$hm OmVm h¡&
 EŠgob _| EH$ dH©$~wH$ AZoH$ erQ> `m dH©$erQ> go {_bH$a ~Zr hmoVr

h¡& AWm©V² EH$ EŠgob \$mBb EH$ dH©$~wH$ hmoVr h¡, {Og_| EH$ `m EH$
go A{YH$ dH©$erQ> hmo gH$Vr h¡Ÿ&

 MS Excel 2000, 2003, 2007, 2010, 2013 H$s EH$ dH©$~wH$
_| ~m°̀  {S>\$mëQ> 3 dH©$erQ> hmoVr h¡ {OZH$m Zm_ Sheet1, Sheet2,
Sheet3 Ho$ ê$n _| hmoVm h¡&

 MS Excel 2016, 2019 _| By Default erQ> H$s g§»`m 1 hmoVr h¡Ÿ&
 EH$ dH©$~wH$ _o| Amdí`H$VmZwgma dH©$erQ> H$m Zm_ ~Xbm Om gH$Vm

h¡ VWm dH©$erQ> H$s g§»`m H$_ `m Á`mXm H$s Om gH$Vr h¡&
 EH$ dH©$~wH$ _| A{YH$V_ dH©$erQ> H$s g§»`m 255 hmo gH$Vr h¡&
 _mBH«$mogm°âQ> EŠgob Ho$ {H$gr dH©$~wH$ _| [a\«o$pÝg̈J So>Q>m Ho$ {bE O~

EH$ go A{YH$ dH©$erQ> na H$m_ H$aVo h¢, Vmo Cgo {a\«o${Ýg§J _ëQ>rnb
erQ> H$hbmVr h¡&

am° Ed§ H$m°b_> (Row and Column)
 EH$ dH©$erQ> _| g^r gyMZmE± n§pŠV (Row) d ñVå^ (Column) Ho$

ê$n _| àX{e©V hmoVr h¡&
 dH©$erQ> _| n§pŠV`m§ (Rows) Q>m°n go ~m°Q>_ H$s Amoa CÜdm©Ya

(Horizontal) ê$n _| hmoVr h¡&
 EH$ dH©$erQ> _| Hw$b n§pŠV`m| (Rows) H$s g§»`m 1048576

hmoVr h¡, dH©$erQ> _| nhbr am° (Row) H$m Zå~a 1 d A§{V_ am° H$m
Zå~a 1048576 hmoVm h¡ AWm©V²² n§pŠV`m± 1,2,3,4,5 .........
1048576 Ho$ ê$n _| hmoVr h¡&

Fig. : Row - Column Diagram

 EŠgob dH©$erQ> _| am° H$mo hmB©S> H$aZo H$s em°Q©> H$Q> H$sO Ctrl+9 h¢Ÿ&
Bg am° H$mo {\$a go unhide H$aZo hoVw  Ctrl+Shift+9 em°Q>©H$Q>
à`wŠV hmoVr h¡&

 dH©$erQ> _| By Default Row H$s bå~mB© 12.75 pt hmoVr h¡&
 dH©$erQ> _| ñVå^ (Column) boâQ> go amBQ> ISo (Vertical) ê$n

_| hmoVo  h¡&
 EH$ dH©$erQ> _| Hw$b ñVå^m| (Columns) H$s g§»`m 16384 hmoVr h¡,

dH©$erQ> _| nhbo H$m°b_ H$m Zm_ A Ed§ A§{V_ H$m°b_ H$m Zm_ XFD
hmoVm h¡& AWm©V²² ñVå^ A, B, C, D, … XFD Ho$ ê$n _| hmoVo h¢&

 EŠgob dH©$erQ> _| H$m°b_ H$mo hmB©S> H$aZo H$s em°Q©> H$Q> H$sO
Ctrl+0 h¢Ÿ& hmBS> {H$E JE H$m°b_ H$mo unhide H$aZo hoVw
Ctrl+Shift+0 hmoVm h¡&

 dH©$erQ> _| By Default Column H$s Mm¡‹S>mB© 8.43pt hmoVr h¡&

gob Ed§ gob ES>́og> (Cell and Cell Address)
 am° d H$m°b_ H$m à{VÀNo>XZ (Intersection) {~ÝXþ H$mo gob H$hm OmVm

h¡& AWm©V² Row d Column H$m g§J_ gob H$hbmVm h¡&
 gob (Cell) dH©$erQ> H$s g~go N>moQ>r BH$mB© h¡ Ohm± S>mQ>m EÝQ>a

{H$`m Om gH$Vm h¡&
 gob H$mo EŠgob àmoJ«m_ H$m _yb VËd (Basic Building Block)

H$hm OmVm h¡, Š`m|{H$ EŠgob ñàoS>erQ> H$s gmar JUZm gob _| hr H$s
OmVr h¡&

Fig. : Cell Name Box
 dH©$erQ> _| gob dh ñWmZ h¡ Ohm§ g§»`mAm|, gyÌmo§, Ajamo H$mo {bIm

OmVm h¡&
 EŠgob Ho$ {H$gr EH$ gob _| A{YH$V_ 32767 H¡$aoŠQ>a àX{e©V

{H$E Om gH$Vo h¢&
 EH$ h¡S>a Ed§ \y$Q>a _| A{YH$V_ 255 character hmo gH$Vo h¢&
 dH©$erQ> _| àË`oH$ gob H$s nhMmZ gob EŚo>g (Cell address) go

hmoVr h¡&
 àË òH$ gob H$m ESó>g AbJ-AbJ hmoVm h¡& gob ESó>g _| nhbo

H$m°b_ H$m Zm_ VWm CgHo$ níMmV am° Zå~a hmoVm h¡&
 O¡go—Cell H$m {Z_m©U Row g§»`m 7 VWm Column Zm_ B go

{_bH$a hmoVm h¡ Vmo Cg gob H$m gob ES>́og B7 hmoVm h¡Ÿ&
 gob ES>́og _| nhbo H$m°b_ Zm_ VWm CgHo$ ~mX Row Number

Xem©̀ m OmVm h¡Ÿ& O¡go—C210, AB4210
 gob ESo>́g go gob H$s bmoHo$eZ H$m nVm bJm`m OmVm h¡&
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 Auto Sum/Am°Q>mog_-Bg_o| Hw$N> Eogo \§$ŠeZ hmoVo h¢ {OÝho `yOa
S>m`aoŠQ> H$m_ _| bo gH$Vm h¡&
O¡go-Sum, Average, Count Number, Max, Min Am{X&

 Recently Used/{ag|Q>br ỳÁS>-hmb hr _o§ à`moJ {H$E JE \§$ŠeZ
H$mo àX{e©V H$aVm h¡&

 Math function—Bg_| J{UVr` JUZmAm| go gå~pÝYV \§$ŠeZ
hmoVo h¢Ÿ&

 A B C D E 
1 5     
2 2     
3 3     
4 2     
5      

 
Fig. : MS Excel Worksheet

J{UVr` \§$ŠeZm| H$m AZwà`moJ g_PZo hoVw D$na d{U©V EŠgob erQ>
H$mo CXmhaUñdê$n _mZm J`m h¡Ÿ&

 SQRT ( ) : `h Function {H$gr ^r g§»`m H$m Square root
{ZH$mbVm h¡Ÿ&
O¡go = SQRT (25)
n[aUm_ = 5

 ODD ( ) : `h Function Xr JB© g_ g§»`m Ho$ AJbr {df_
g§»`m ~VmVm h¡Ÿ& Am¡a `{X Xr JB© g§»`m {df_ g§»`m h¡ Vmo dhr
g§»`m n[aUm_ Ho$ ê$n _| XoJmŸ&
O¡go= ODD (4) n[aUm_ 5

= ODD (9) n[aUm_ 9
 Even ( ) : `h Function Xr JB© g§»`m {df_ g§»`m Ho$ AJbr

g_ g§»`m ~VmVm h¡Ÿ& Am¡a `{X Xr JB© g§»`m g_ g§»`m h¡ Vmo dhr
g§»`m n[aUm_ Ho$ ê$n _| hmoJmŸ&
= Even (5) n[aUm_ = 6
= Even (10) n[aUm_ = 10

 MOD ( ) : `h function {H$gr Xr JB© g§»`m H$m eof\$b
~VmVm h¡Ÿ&
O¡go = Mod (25, 10) (`h ~VmVm h¡ {H$ 25 _| 10 H$m ^mJ XoZm h¡)
n{aUm_ = 5 (25 _| 10 H$m ^mJ XoZo na eof\$b 5 àmßV hþAm)

 Power ( ) : `h function {H$gr ^r g§»`m H$s KmV H$m n[aUm_
~VmVm h¡Ÿ&
O¡go = Power (5, 2)
     = 52

n[aUm_  = 25
 ABS ( ) : `h Absolute value {ZH$mbVm h¡, AWm©V²² {H$gr Zå~a

Ho$ AmJo {MÝh bJm h¡ Vmo Cgo hQ>m XoJmŸ&
O¡go = ABS (–5)
n[aUm_ 5

 Fact ( ) : `h function {H$gr ^r g§»`m H$m factorial
{ZH$mbVm h¡Ÿ&
O¡go = fact (5)

5 ! = 5 × 4 × 3 × 2 × 1
n[aUm_ = 120

 Int ( ) : `h function {H$gr g§»`m H$s nyUmªH$ doë`y ~VmVm h¡Ÿ&
O¡go = Int (125.25)
n[aUm_ = 125

 Round ( ) : `h function Xr JB© g§»`m (arg1) H$mo ~VmE JE
Xe_bd ñWmZ Omo arg2 _| ~VmE JE h¢ CZ VH$ round off
H$aVm h¡&
= Round [1432.6754]
= 1432.675 AWm©V² Xr JB© g§»`m H$mo 3 A§H$m| VH$ round off
H$aZm h¡&

 Product ( ) : `h function JwUZ\$b H$aZo H$m H$m`© H$aVm h¡Ÿ&
O¡go = Product (A1, A2) n[aUm_ = 10
O¡go = Product (5, 5) n[aUm_ = 25

 Text/String Function—Bg àH$ma Ho$ function H$m à`moJ Text
na {H$`m OmVm h¡Ÿ& `h {ZåZ hmoVo h¢—
(i) Upper ( ) : `h function A§J«oOr dU©_mbm Ho$ N>moQ>o Aja

(Small Letters) H$mo ~‹S>o Aja (Capital Letters) _|
~XbVm h¡Ÿ&
CXmhaU = UPPER (Krishna Devi)
n[aUm_ = KRISHNA DEVI

(ii) Lower ( ) : `h function A§J«oOr dU©_mbm Ho$ ~‹S>o Aja
(Capital Letter) H$mo N>moQ>o Aja (Small Letter) _|
~XbVm h¡Ÿ&
CXmhaU = LOWER (‘KARTIK’)
n[aUm_ = kartik

 Proper ( ) : `h function {H$gr ^r Word Ho$ nhbo Aja H$mo
~‹S>o Aja (Capital Letter) d AÝ` Aja H$mo N>moQ>o Aja (Small
Letter) _| ~Xb XoVm h¡Ÿ&
CXmhaU = Proper (‘LALITA PATWARI’)
n[aUm_ = Lalita PATWARI

 Len ( ) : `h function {H$gr ^r Word _| Ajam| H$s _yb g§»`m
~VmVm h¡Ÿ&
CXmhaU = Len (‘Computer’)
n[aUm_ = 8

 Left ( ) : `h function {H$gr ^r eãX Ho$ ~m`t Amoa (left side)
Ho$ Ajam| H$mo àX{e©V H$aVm h¡ VWm Word Ho$ Left Side go {H$VZo
Aja àX{e©V H$aZo h¢, `h ^r g§»`m function _| {bIr OmVr h¡Ÿ&
CXmhaU = Left (‘KARTIK YADAV’, 6)
n[aUm_ = KARTIK

 Right ( ) : `h function {H$gr ^r eãX Ho$ Xm`t Amoa (Right
Side) Ho$ Ajam| H$mo àX{e©V H$aVm h¡ VWm eãX Ho$ Right Side go
{H$VZo Aja àX{e©V H$aZo h¢, `h ^r g§»`m function _| {bIr
OmVr h¡Ÿ&
CXmhaU = RIGHT (‘Dharmendra’, 6)

n[aUm_ = mendra
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 Remove Duplicates/{a_yd Sw>ßbrHo$Q²>g-`h {H$gr `erQ> _| go
Duplicate Record H$mo Delete H$aVm h¡& h_ `h Specify H$a
gH$Vo h¢ {H$ {H$g gob a|O H$mo Duplicate Ho$ {bE Check H$aZm h¡&

 Data Validation/S>mQ>m do{bSo>eZ-`h {H$gr gob _| invalid
S>mQ>m H$s entry H$mo amoH$Vm h¡&

 Bg H$_mÊS> Ho$ à`moJ go gob _| `m gob a|O _| S>mQ>m BZnwQ> H$aZo hoVw
EH$ {deof eV© (Condition) bmJy H$a XoVo h¢, O~ h_ Cg gob `m
gob a|O _| S>mQ>m EÝQ>a H$aVo h¢, Vmo `{X S>mQ>m Cg eV© Ho$ AZwgma
h¡ Vmo Accept hmoJm AÝ`Wm Reject hmoJmŸ&

 Consolidate/H$m°Ýgmo{bSo>Q>-`h EH$ go Á`mXm a|O _| go EH$ ZB© a|O
_| doë`y H$mo Omo‹S>Vm h¡&

 What If Analysis/dmQ> B\$ EZm{b{gg-`h erQ> _| \$m°_y©bm na

AbJ- AbJ doë`yO H$mo Try H$aVm h¡& Bg Am°ßeZ H$mo Xmo AbJ-
AbJ H$_mÊS²>g _| à`wŠV {H$`m OmVm h¡&

 Goal Seek-Bg H$_mÊS> Ûmam S>oQ>m _| Hw$N> EZm{b[gg {H$`m OmVm
h¡Ÿ& doë ỳ Ho$ nydm©Zw_mZ Ho$ {bE Jmob grH$ H$m à`moJ {H$`m OmVm
h¡¡& `h {aOëQ> Ho$ AZwgma S>mQ>m _| Am°Q>mo_o{Q>H$ n{adV©Z H$a XoVm h¡&

 Scenario Manager-BgHo$ Ûmam \$m°_y©bm _| à`moJ {H$E JE {H$gr
^r gob _| AbJ-AbJ doë ỳ aIH$a n[aUm_ àmßV H$a gH$Vo h¢Ÿ&
BgHo$ Ûmam EH$ go A{YH$ erQ> na H$m`© {H$`m Om gH$Vm h¡,BgHo$ Ûmam
Auto Summary V¡̀ ma H$s OmVr h¡&

 Subtotal/g~Q>m°Q>b-{aboQo>S> S>mQ>m H$s H$B© Rows H$mo Total
H$aVm h¡, {Oggo Subtotal Am¡a Selected Cells H$m Total Am
OmVm h¡&

Review Tab / {aì`y Q¡>~

1. Proofing/ày{\§$J-

 Spelling/ñno{b§J-dH©$erQ> _| {bIo J`o Qo>ŠñQ> H$s ñno{b§J Ed§ J«m_a
gå~ÝYr Ìw{Q> M¡H$ H$aVo h¢ &

 Research/{agM©-Bg H$_mÊS> na pŠbH$ H$aZo go [agM© Q>mñH$ noZ
{dÊS>mo {XImB© XoVr h¡Ÿ& `h Q>mñH$ noZ {XE JE Q>m°{nH$ ({df`dñVw) Ho$
~mao _| eãXH$moe go Ed§ B§Q>aZoQ> Ho$ _mÜ`_ go A{YH$ OmZH$mar
CnbãY H$amVm h¡Ÿ&

 Thesaurus/{Wgm°ag-gboŠQo>S> eãX Ho$ g_mZ AW© aIZo dmbo
AWm©V²² n`m©̀ dmMr eãXm| H$mo gwPmVm h¡&

2. Language/bo§½doO-
 Translate/Q́>m§gboQ>-gboŠQo>S> Qo>ŠñQ> H$mo AbJ-AbJ ^mfm _|

AZwdmX H$aVm h¡&
3. Comment/H$_|ÝQ>-
 New Comment/Ý`y H$_|Q>-gboŠQ>oS>$ Cell _| H$s hþB© EÝQ>́r Ho$ ~mao

_| EH$ H$_oÝQ> Omo‹S>Vm h¡&
 Delete/{S>brQ>-erQ> Ho$ {H$gr ^r gboŠQo>S> Comment H$mo h_

{S>{bQ> H$a gH$Vo h¢& `{X h_ EH$ go Á`mXm comment H$mo hQ>mZm
MmhVo h¢ Vmo hmo_ _oÝ`y _| OmH$a Clear H$_mÊS> na pŠbH$ H$aHo$
Clear Comment na pŠbH$ H$aVo h¢&

 Previous/{à{d`g-{nN>bo H$_|ÝQ> na OmZo Ho$ {bE à`wŠV hmoVm h¡Ÿ&
 Next/ZoŠg²Q>-AJbo H$_|ÝQ> na OmZo Ho$ {bE à`wŠV hmoVm h¡Ÿ&
 Show/Hide Comment/em° `m hmB©S> H$_|ÝQ>-BgHo$ Ûmam H$_|ÝQ>

H$mo Hide/Unhide {H$`m OmVm h¡&
 Show All Comment/em° Am°b H$_|ÝQ>-g^r H$_|ÝQ> H$mo EH$ gmW

àX{e©V H$aVm h¡&
 Show Link/em° {b§H$-erQ> {b§H$ H$mo àX{e©V H$aVm h¡&
4. Change/MoÝO-

 Protect Sheet/àmoQo>ŠQ> erQ>-dH©$erQ> Ho$ S>mQ>m _| hmoZo dmbo Adm§{N>V
~Xbmd H$mo amoH$Vm h¡& CXmhaUmW©-Lock
ZmoQ>—Cell _| bmoJm| H$mo E{S>{Q§>J H$aZo go amoH$Zm `m S>m°Š`y_|Q> H$s
\$m°_}{Q§>J H$mo ~XbZo go amoH$Zo hoVw à`wŠV hmoVm h¡Ÿ&
h_ EH$ nmgdS©> ^r g¡Q> H$a gH$Vo h¢ {Oggo h_ H$^r ^r nmgdS©>
S>mbH$a erQ> H$mo AZàm°Qo>ŠQ> H$aHo$ erQ> _| dm§{N>V M|OoO H$mo H$a gH|$&

 Protect Workbook/àmoQo>ŠQ> dH©$~wH$-`h dH©$~wH$ _| ZB© `erQ> H$mo
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No. Short Cut Keys Work No. Short Cut Keys Work 

29. Ctrl+Shift+5 gob H$mo à{VeV _| ~XbZo Ho$ {bE 30. Ctrl+Shift+1 Zå~a H$mo Xmo Xe_bd {M•m| Ho$ \$m°_}Q> _| ~XbZo hoVw& 
31. Alt+Shift+F1 EŠgob _| ZB© dH©$erQ> B§gQ>© H$aZo hoVw 32. Ctrl+K Link Insert H$aZo Ho$ {bE 

33. Ctrl+5 hmBbmBQ> {H$E hþE text H$mo 
strikethrough H$aZo hoVw 

34. Ctrl+Z Undo last action 

35. Ctrl+F9 dV©_mZ {dÊS>mo H$mo Minimize H$aZo hoVw 36. Ctrl+F10 dV©_mZ {dÊS>mo H$mo Maximize H$aZo hoVw 

37. Ctrl+PageUp EH$ dH©$~wH$ H$s dH©$erQ> Ho$ _Ü` move 
H$aZo hoVw 

38. Ctrl+Page Down EH$ dH©$~wH$ H$s dH©$erQ> Ho$ _Ü` move H$aZo hoVw 

39. Ctrl+Tab Xmo `m Xmo go A{YH$ Excel Files Ho$ _Ü` 
move  H$aZo hoVw 

40. Shift+F10+O Select cells with comment 

 
Oê$a n‹T>| … Exam Booster

 EŠgob _| ZB© dH©$erQ> B§gQ>© H$aZo hoVw Alt+Shift+F1 em°Q>©H$Q>
à`wŠV hmoVr h¡&

 MS Excel _| dV©_mZ {XZm§H$ B§gQ>© H$aZo hoVw Ctrl+; em°Q>©H$Q>
à`wŠV hmoVr h¡&

 EŠgob _| am° Ed§ H$m°b_ H$m g_yh dH©$erQ> Ed§ dH©$erQ> H$m g_yh
dH©$~wH$ H$hbmVm h¡Ÿ&

 ñàoS>erQ> _| ~m°Šg {Og_| S>mQ>m EÝQ>a {H$`m OmVm h¡ Cell H$hbmVr h¡Ÿ&
 dH©$erQ> _| gobmo H$m Am`VmH$ma g_yh Cell range H$hbmVm h¡Ÿ&
 gob _| S>mbo JE H$_|Q> H$mo gob {Q>n (Cell tip) H$hm OmVm h¡Ÿ&
 gob Ho$ S>mQ>m H$mo Formula Bar _| àX{e©V {H$`m OmVm h¡Ÿ&
 E_.Eg. EŠgob _| ZB© \$mB©b H$m ~mB© {S>\$m°ëQ> Zm_ Book1

hmoVm h¡Ÿ&
 EŠgob H$s gob _| BÝgQ>© S>mQ>m ~hþV ~‹S>m hmoZo na O~ {XIm`m Zhr

Om gHo$ Vmo # # # #  H$m {M• àX{e©V hmoVm h¡Ÿ&
 EŠgob _| {Og gob _| nm°BÝQ>a hmoVm h¡ dmo EpŠQ>d gob hmoVr h¡Ÿ&
 EŠgob _| Ý`yZV_ 10%$ Ed§ A{YH$V_ 400% Oy_ {H$`m Om

gH$Vm h¡Ÿ&
 Eå~oSo>S> MmQ©> EH$ àH$ma H$m MmQ©> hmoVm h¡ Omo nhbo go ~Zr hþB© erQ>

na ItMm OmVm h¡&
 _mBH«$mogm°âQ> EŠgob _| g~go N>moQ>r `y{ZQ> Cell hmoVr h¡&
 _mBH«$mogm°âQ> EŠgob Ho$ noO H$mo Sheet H$hm OmVm h¡
 H$åß`yQ>a B§ñQ>́ŠeZ H$mo àmoJ«m{_§J bo½doO Ho$ ê$n _| {bIZo H$s à{H«$`m

H$mo H$mo{S§>J H$hm OmVm h¡&
 EŠgob _| \$m°_y©bm H$s ewéAmV Equal Sign (=) go hmoVr h¡&
 _mBH«$mogm°âQ> EŠgob H$m Extension .xls `m .xlsx hmoVm h¡Ÿ&
 dH©$erQ> _| dV©_mZ {XZm§H$ Insert H$aZo Ho$ {bE Today ( ) \§$ŠeZ

H$m à`moJ {H$`m OmVm h¡Ÿ&
 _mBH«$mogm°âQ> EŠgob _| Hw$b Row 1048576 Ed§ Hw$b Column

16384 hmoVo h¢Ÿ&
 dH©$erQ> _| nhbr gob H$m Cell Address A1 hmoVm h¡Ÿ&
 dH©$erQ> _| dV©_mZ g_` Ed§ {XZm§H$ B§gQ>© H$aZo Ho$ {bE Now ( )

\§$ŠeZ H$m à`moJ {H$`m OmVm h¡Ÿ&

 gob Ho$ S>mQ>m _| g§emoYZ (Editing) H$aZo Ho$ {bE F2 Hw§$Or H$m
à`moJ {H$`m OmVm h¡Ÿ&

 _mBH«$mogm°âQ> EŠgob _| ~ZmB© JB© \$mBb H$mo dH©$~wH$ H$hm OmVm h¡Ÿ&
 EŠgob dH©$erQ> _| A§{V_ H$m°b_ H$m Zm_ XFD hmoVm h¡Ÿ&
 EŠgob _| Font H$s Ý`yZV_ gmBO 1 Pt d A{YH$V_ gmBO 409

Pt hmoVr h¡Ÿ&
 EH$ go A{YH$ gob H$m M`Z H$a EH$ gob _| n[adV©Z H$mo _O© gob

H$hm OmVm h¡Ÿ&
 Auto Sum H$m à`moJ Selected gob Ho$ S>mQ>m H$mo Omo‹S>Zo/`moJ

H$aZo Ho$ {bE {H$`m OmVm h¡Ÿ&
 dH©$erQ> _| {S>\$mëS> noO Amo[aEÝQ>oeZ àmoQ>́oQ> hmoVm h¡Ÿ&
 _mBH«$mogm°âQ> EŠgob _| AND, OR, NOT, IF bm°OrH$b \§$ŠeZ

Ho$ A§VJ©V AmVo h¢Ÿ&
 EŠgob _| nyd© {ZYm©[aV \$m°_y©bm H$mo \§$ŠeZ H$hm OmVm h¡Ÿ&
 dH©$erQ> _| Function Insert H$aZo Ho$ {bE Shift+F3 Hw§$Or H$m

à`moJ {H$`m OmVm h¡Ÿ&
 Sort H$_mÊS> Ho$ Ûmam S>mQ>m H$mo Amamohr d Adamohr H«$_ _| ì`dpñWV

{H$`m OmVm h¡Ÿ&
 [aOëQ> Ho$ AZwgma S>mQ>m _| ñdV… n[adV©Z Ho$ {bE Jmob grH$ H$m

à`moJ {H$`m OmVm h¡Ÿ&
 H$m°b_ Am¡a amo erf©H$ (h¡qS>J) Ho$ Aja Am¡a g§»`mAm| H$mo bo~b

H$hm OmVm h¡Ÿ&
 EŠgob EH$ ñàoS>erQ> EßbrHo$eZ h¡, {Ogo _mBH«$mogm°âQ> Ûmam {dH${gV

{H$`m J`mŸ&
 EH$ ñàoS>erQ> amo Am¡a H$m°b_ H$s EH$ _¡{Q>́Šg h¡Ÿ&
 EŠgob H$m àmW{_H$ CÔoí` S>mQ>m H$m ~w{Z`mXr Am¡a O{Q>b n[aH$bZ

H$aZm h¡Ÿ&
 \$m°_}Q> gob S>m`bm°J ~m°Šg AmonZ H$aZo H$s em°Q>©H$Q> Key Ctrl +

1 hmoVr h¡Ÿ&
 {bOoÝS>g EH$ àH$ma Ho$ bo~b hmoVo h¢, Omo {H$ EH$ MmQ>© _| ßbm°Q>

H$s OmZo dmbr {d{^ÝZ gr[aO H$mo {M{•V H$aZo _| Cn`moJ {H$E
OmVo h¢Ÿ&
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E_.Eg. EŠgob n[aM` [M.S. Excel Introduction]

 1. H$åß`yQ>a _| à`wŠV _mBH«$mogm°âQ> EŠgob (Microsoft Excel)
h¡—
(A) S>m°Š`y_|Q> àmoJ«m_ (B) ñàoS>erQ> àmoJ«m_
(C) n«OoÝQ>oeZ àmoJ«m_ (D) Cnamoº$ g^r

 2. Excel _| ~ZZo dmbr Sheet H$mo {ZåZ _| go Š`m H$hm OmVm h¡?
(A) Document Sheet (B) Slide Sheet
(C) Work Sheet (D) Folder sheet

 3. Ms Excel 2010 {H$g Package _| hmoVm h¡?
(A) Ms Office (B) Corel Draw
(C) Page maker (D) Tally

 4. _mBH«$mogm°âQ> EŠgob H$m EŠgQo>eZ hmoVm h¡—
(A) .xll (B) .xlsx
(C) .slsx (D) BZ_| go H$moB© Zhr

 5. ............. amo (Row) Am¡a H$m°b_ (Column) go {_bH$a ~Zr
hmoVr h¢Ÿ&
(A) dH©$erQ> (B) _mCg nm°B§Q>a
(C) _oH«$mo (D) \§$ŠeZ

 6. _mBH«$mogm°âQ> EŠgob 2010 _| Hw$b {H$VZr n§pŠV`m§(Rows) h¡?
(A) 1048000 (B) 1048576
(C) 1048567 (D) 1048675

 7. _mBH«$mogm°âQ> EŠgob 2010 _| ~ZmB© JB© \$mBb H$m nyd© {ZYm©{aV
Zm_ hmoVm h¡—
(A) Worksheet1 (B) Book1
(C) File 1 (D) Document1

 8. _mBH«$mogm°âQ> EŠgob _| àW_ d A§{V_ ñVå^ H$m Zm_ hmoVm h¡—
(A) A d XYZ (B) A d XFD
(C) A d YZX (D) A d ZFD

 9. MS EXCEL 2010 _| By default {H$VZr dH©$erQ> hmoVr h¡?
(A) 1 (B) 3 (C) 4 (D) 2

10. MS Excel 2010 H$s EH$ Worksheet _| {H$VZo Rows and
Columns hmoVo h¢?
(A) 10,48,576 & 16,384 (B) 65,535 & 256
(C) 1048576 & 255 (D) 1248576 & 234

11. ............. amo Am¡a H$m°b_ Ho$ B§Q>a goŠeZ `m H$Q>md H$mo H$hVo h¢Ÿ&
(A) gob (B) dH©$~wH$ (C) dH©$erQ> (D) dH©$ ñnog

12. EH$ go A{YH$ H«${_H$ gobm| H$m M`Z H$aHo$ CZH$mo EH$ gob _|
n{ad{V©V H$aZo H$s à{HŒ$`m H$hbmVr h¡—
(A) _O© (B) Am°{aEÝQo>eZ
(C) nmoQ}>Q> (D) CnamoŠV _| go H$moB© Zht

13. E_ Eg EŠgob 2010 _|, gob _| H$_|Q> {bIZo H$mo H$hVo h¢¡—
(A) gob {Q>n (B) gob aoQ>

(C) H$m°b_ (D) gob H$_oqQ>J
14. {ZåZ{b{IV _| go H$m¡Z gm VarH$m gob Ho$ H§$Qo>ÝQ> _| ~Xbmd

H$aZo Ho$ {bE ghr h¢?
(A) gob na S>~b pŠbH$ H$aZm (B) \$m°_y©bm ~ma na pŠbH$ H$aZm
(C) F2 key àog H$aZm (D) CnamoŠV g^r

15. gob ESó>g dH©$erQ> Ho$ ............. _| {S>ñßbo hmoVm h¢Ÿ&
(A) \$m°_y©bm ~ma (B) Zo_ ~m°Šg
(C) ñQo>Q>g ~ma (D) \$m°_|Q> Qy>b~ma

16. gob ESó>g E21 àX{e©V H$aVm h¢—
(A) 21dm± H$m°b_, E am° (B) E am°, 12dm± H$m°b_
(C) E H$m°b_, 21dt am° (D) CnamoŠV _| go H$moB© Zht

17. Ms Excel 2010 _| {H$gr ^r Worksheet H$m Zm_
Maximum {H$VZo Characters _| hmo gH$Vm h¡?
(A) 28 (B) 29 (C) 30 (D) 31

18. {ZåZ _| H$m¡Zgr Excel H$s Term Zht h¡?
(A) Cells (B) Rows
(C) Column (D) Document

19. nhbo dmbr Worksheet na OmZo Ho$ {bE h_ ............. H$m
à`moJ H$aVo h¢Ÿ&
(A) Alt +Pgup (B) Ctrl+PgUp
(C) Ctrl+PgDwn (D) Shift+Tab

20. AJa Amn AnZr dH©$erQ> _| grYo E{S>{Q§>J Zht H$aZm MmhVo h¢
Vmo So>Q>m H$mo E{S>Q> Am¡a E§Q>a H$aZo Ho$ {bE Amn ............. H$m
Cn`moJ ^r H$a gH$Vo h¢&
(A) \$m°_y©bm ~ma (B) Q>mBQ>b~ma
(C) _oÝ ỳ~ma (D) ñnog~ma

21. E_.Eg.EŠgob 2010 H$m Cn`moJ {d{^ÝZ àH$ma H$s .............
_| {H$`m OmVm h¡& Omo gm_mÝ` go boH$a O{Q>b H$m`m] VH$ Cn`moJr
hmoVo h¢&
(A) JUZm (B) _¡ZwnwboeZ
(C) àO|Qo>eZ (D) EŠgàoeZ

22. noO Ho$ D$nar _m{O©Z ............. H$m`m] VH$ Cn`moJr hmoVo h¢&
(A) \w$Q>a (B) H$m°b_ (C) hoS>a (D) n¡amJ«m\$

23. {ZåZ _| go H$m¡Z go H$aoŠQ>a H$m à`moJ \$moëS>a /\$mBb Zm{_V
H$aVo g_` Zht {H$`m OmVm h¢?
(A) <> (B) :
(C) / (D) CnamoŠV g^r

24. EH$ n¥WH$ erQ> _| pñWV$ gob go S>mQ>m `m Am±H$S>m| H$mo àmá H$aZm
............. H$hbmVm h¡&
(A) EŠgo{g§J (B) ao\$a|{g§J
(C) AnSo>{Q§>J (D) \§$Še{Z§J

~hþ{dH$ënr` àíZmoÎma

CÎma_mbm
1.(B) 2.(C) 3.(A) 4.(B) 5.(A) 6.(B) 7.(B) 8.(B) 9.(B) 10.(A) 11.(A) 12.(A)

13.(A) 14.(D) 15.(B) 16.(C) 17.(D) 18.(D) 19.(B) 20.(A) 21.(A) 22.(C) 23.(D) 24.(B)
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207. MS Am°{\$g H$m ^mJ Omo gm§p»`H$s JUZmAm| hoVw à ẁŠV hmoVm
h¡—
(A) MS Word (B) MS Excel
(C) MS Power Point (D) None of these

208. MS-Excel _|, {ZåZ{b{IV _| go H$m¡Z-gm MmQ>© 100% VH$
Omo‹S>Zo dmbo à{VeV Xem©Vm h¡?
(A) ~ma MmQ>© (B) ~~b MmQ>©
(C) nmB© MmQ>© (D) H$m°b_ MmQ>©

209. MS-Excel _| {ZåZ{b{IV _| go H$m¡Z gm MmQ>©, q~XwAm| H$mo
Omo‹S>H$a éPmZm| H$s EH$ l¥§Ibm (grarµO) {M{ÌV H$aVm h¡?
(A) bmBZ MmQ>© (B) S>moZQ> MmQ>©
(C) ñH¡$Q>a MmQ>© (D) nmB© MmQ>©

210. MS-Excel erQ> _|, gob A1 _| 5, A2 _| 6 Am¡a gob A3 _|
\$m_y©bm = A1 + A2 h¡Ÿ& gob A3 H$m \$m_y©bm gob B3 _| S>́¡qJJ
go H$m°nr {H$`m OmVm h¡Ÿ& gob B3 _| àX{e©V n[aUm_r n[aUm_
(AmCQ>nwQ>) BZ_| go H$m¡Z-gm hmoJm?
(A) 0 (B) 5 (C) 6 (D) 11

211. MS Excel 2016 _| {ZåZ{b{IV _| go {H$g _oZy go "_m{O©Ýg'
Am¡a "Amo[aE§Q>oeZ' {dH$ënm| H$mo MwZm Om gH$Vm h¡?
(A) hmo_ (B) [aì`y
(C) B§gQ>© (D) noO boAmCQ>

212. {ZåZ{b{IV H$mo {_bmE±—
1. bmBZ MmQ>© (A) {d{eï> _Xm| Ho$ _Ü` VwbZm

Xem©Vm h¡Ÿ&
2. ñQ>m°H$ MmQ>© (B) g_` Ho$ gmW {Za§Va Am±H$‹S>o

àX{e©V H$aVm h¡Ÿ&
3. ~ma MmQ>© (C) {hñgm| H$m gånyU© Ho$ gmW

g§~§Y Am±H$‹S>m Xem©Vm h¡, na§Vw
Bg_| EH$ go A{YH$ l¥§Ibm
em{_b hmo gH$Vr h¡Ÿ&

4. S>m°ZQ> (doughnut) (D) ñQ>m°H$ _yë`m| Ho$ CVma-M‹T>md
MmQ>© H$mo Xem©Vm h¡Ÿ&

(A) 1–D, 2–C, 3–B, 4–A (B) 1–B, 2–C, 3–D, 4–A
(C) 1–B, 2–D, 3–A, 4–C (D) 1–C, 2–B, 3–A, 4–D

213. MS Excel 2016 _| EH$ MmQ>© H$mo g§nm{XV H$aZo Ho$ {bE, Amn
{ZåZ _| go Š`m H$a gH$Vo h¢?
(A) MmQ>© H$s {df`dñVw na VrZ ~ma pŠbH$ H$a|$
(B) MmQ>© H$s {df`dñVw na pŠbH$ Am¡a S>́oJ H$a|
(C) MmQ>© H$s {df`dñVw na Xmo ~ma pŠbH$ H$a|
(D) MmQ>© H$s {df`dñVw na pŠbH$ H$a|$

214. EŠgob g_rH$aU = LEN (“123456”) H$m _mZ hmoJm
(A) 11 (B) 6 (C) 0 (D) 13

215. E_Eg EŠgob ñàoS>erQ _|, g{H«$` gob H$mo H¡$go OmZm OmVm h¡?
(A) q~XrXma gr_m go

(B) H$mbr {dñV¥V gr_m go
(C) M_M_mVr gr_m go
(D) A§Xa H$m Q>¡ŠñQ> BQ>¡{bH$ _| hmoZo go

216. {ZåZ{b{IV H$m {_bmZ H$a|—
goQ>-1 goQ>-2

I. #NAME? (a) O~ EŠgob \$m°_y©bm _| Q>oŠñQ>
H$s nhMmZ Zht H$a nmVm

II. #DIV/O! (b) O~ \$m°_y©bm Ho$ VH©$ H$m àH$ma
JbV hmo

III. #VALUE! (c) eyÝ` go {d^mOZ
(A) I–c, II–b, III–a (B) I–a, II–b, III–c
(C) I–b, II–c, III–a (D) I–a, II–c, III–b

217. _mZ br{OE, gob A1, A2, A3 Am¡a A4 _| H«$_e… 12, 13, B
Am¡a 14 {bIm h¡, EŠgob ì`§OH$ = COUNT (A1:A4) H$m
_mZ h¡—
(A) 1 (B) 2$ (C) 39$ (D) 3

218. {ZåZ{b{IV H$m {_bmZ H$s{OEŸ&
goQ>-1 goQ>-2

I. g{H«$` gob (a) ~mE± g§ao{IV
II. nhbm gob (b) dV©_mZ Ho$ M`{ZV gob
III. Q>oŠñQ> (c) XmE± g§ao{IV
IV. g§»`mE± (d) A1
(A) I–d, II–b, III–c, VI–a (B) I–b, II–d, III–c, VI–a
(C) I–b, II–d, III–a, VI–c (D) I–d, II–b, III–a, VI–c

219. EXCEL 2016 _| gob loUr ............. {MÝh H$m Cn`moJ H$aHo$
Xem©̀ m OmVm h¡Ÿ&
(A) Aën{dam_ (H$m°_m) (B) AnyU© {dam_ (H$mobZ)
(C) AY©{dam_ (go_rH$mobZ) (D) \$m°d©S>© ñb¡e

220. S>oQ>m {dOwAbmBOoeZ àmoJ«m_ O¡go {~OZog B§Q>o{bO|g gm°âQ>dò a
S>oQ>m g§jonU Ho$ {bE ............. CnH$aU H$m Cn`moJ H$aVo h¡Ÿ&
(A) \§$ŠeZ (B) _¡H«$mo
(C) MmQ>© (D) nmBdQ> Vm{bH$m

221. _mBH«$mogm°âQ> EŠgob _| {ZåZ _| go H$m¡Z g§̀ moOZ Vm{bH$m ñV§̂
S>oQ>m H$m M`Z H$aZo Ho$ {bE Cn`moJ {H$`m OmVm h¡?
(A) Ctrl + C (B) Ctrl + Arrow key
(C) Ctrl + S$ (D) Ctrl + Spacebar

222. {ZåZ{b{IV H$m {_bmZ H$a|Ÿ&
goQ>-1 goQ>-2

I. H¡$aoQ> (^) (a) ao\$a|g Am°naoQ>a
II. H$mobmoZ (:) (b) {_ŠñS> EŚ>og
III. AA$9 (c) Eãgmoë`yQ> ES>́og
IV. $AB$7 (d) EŠgnmoZ|{gEeZ Am°naoQ>a
(A) I–d, II–a, III–b, IV–c (B) I–a, II–d, III–b, IV–c$
(C) I–d, II–a, III–c, IV–b (D) I–a, II–d, III–c, IV–b

CÎma_mbm
207.(B) 208.(C) 209.(A) 210.(A) 211.(D) 212.(C) 213.(C) 214.(B) 215.(B) 216.(D)

217.(D) 218.(C) 219.(B) 220.(D) 221.(D) 222.(A)
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246. O~ {ZåZ{b{IV Microsoft Excel Function H$mo Cell _|
Enter {H$`m OmVm h¡, Vmo Result Š`m hmoJm?

=AVERAGE (3, 12>16, 9)  [UPPCL 2019]
(A) 9 (B) 4 > (C) 4.5 (D) 6

247. {XE JE Microsoft Excel Function H$mo Worksheet Ho$
cell _| Enter> {H$`m Om`o Vmo {ZåZ {dH$ënm| _| go H$m¡Zgr
g§»`m àX{e©V hmoJr? [UPPCL 2019]

=MIN(3, 12>5, 4)
(A) 5 (B) 1 > (C) 3 (D) 4

248. {ZåZ Microsoft Excel Function H$m Š`m _mZ hmoJm?

= POWER (2, 10) [UPPCL 2019]
(A) 1024 (B) 20

> (C) 100 (D) #NAME?
249. {ZåZ Excel Function H$m _mZ Š`m hmoJm? [UPPCL 2019]

= MAX (1, 8 > 12, 10)
(A) 10 (B) 12 > (C) 1 (D) 8

250. Excel Worksheet Ho$ Cell Range A11 : AA110 _| {H$VZo
Cells hmoVo h¢?
(A) 2700 (B) 2600 >
(C) 200 (D) 101

{Xëbr nw{bg _| {dJV ^Vr© narjmAmo§ _| nyN>o JE àíZ

 1. MS Excel 2010 _| A1 go C13 VH$ H$s goëg Ho$ {bE _mÝ`
gob g§X ©̂ {ZåZ{b{IV _| go H$m¡Zgm h¡?

[Delhi Police, 16-12-2020, I-Shift]
(A) A1-C13 (B) A1:C13
(C) A1..C13 (D) A1::C13

 2. ........MS Excel H$s-~moS>© _| goboŠQ> H$s JB© gob namg
(a|O) go MmQ>© ~ZmZo Ho$ {bE {ZåZ{b{IV _| go {H$g H$s-~moS>©
em°Q>©H$Q> H$m à`moJ {H$`m OmVm h¡&

[Delhi Police, 16-12-2020, I-Shift]
(A) F7 (B) F11 (C) F9 (D) F2

 3. MS Excel 2010 _| 1234 Am¡a 5555 Ho$ ~rM g^r g§»`mAm|
H$mo hao a§J _| àX{e©V H$aZo Ho$ {bE {ZåZ{b{IV _| go {H$g
{dH$ën H$m à`moJ {H$`m OmVm h¡?

[Delhi Police, 16-12-2020, I-Shift]
(A) Format Menu (\$m_}Q> _oZy) go Zm°_©b \$m°_}qQ>J H$_m§S> H$m

à`moJ H$a|&
(B) 0 go 100 Ho$ ~rM g§»`mAm| dmbo goëg H$mo goboŠQ> H$a|, {\$a

View (ì ỳ) Q>¡~ _| \$m°_}qQ>J {dH$ën na pŠbH$ H$a|&
(C) Home (hmo_) Q>¡~ Ho$ 'Styles' (ñQ>mBëg) J«wn _| Conditional

formatting (H§$S>reZb \$m_}qQ>J) H$_m§S> H$m à`moJ H$a|&
(D) Amdí`H$ g§»`mAm| H$mo hao a§J _| \$m°_}Q> H$aZo Ho$ {bE = if ()

\§$ŠeZ H$m à`moJ H$a|&
 4. MS Excel 2007 _| {ZåZ{b{IV _| go H$m¡Z gm \§$ŠeZ {H$gr

gr_m (range) _| CZ goëg H$s {JZVr H$aVm h¡&
[Delhi Police, 16-12-2020, II-Shift]

(A) COUNT (B) COUNTBLANK
(C) COUNTIF (D) COUNTA

 5. {ZåZ{b{IV _| go H$m¡Zgm MS Excel _| {_{lV gob ao\$a|g
H$m EH$ CXmhaU h¡?$ [Delhi Police, 16-12-2020, II-Shift]
(A) $A$5 (B) $A1 (C) A$5$ (D) A5

 6. MS Excel Ho$ g§X ©̂ _| {ZåZ{b{IV _| go H$m¡Zgm EH$ dH©$~wH$
H$mo g§X{^©V H$aVm h¡? [Delhi Police, 16-12-2020, II-Shift]

(A) amo H$m g§J«h (B) gob H$m g§J«h
(C) dH©$erQ²>g H$m g§J«h (D) H$m°båg H$m g§J«h

 7. MS Excel 2010 _| gob Ho$ H§$Q>|Q> H$mo ñQ>́mBH$ W«y H$aZo Ho$ {bE
{ZåZ{b{IV _| go {H$g H$s-~moS>© em°Q>©H$Q> H$m à`moJ {H$`m
OmVm h¡? [Delhi Police, 14-12-2020, I-Shift]

(A) Ctrl + P (B) Ctrl + S
(C) Ctrl + 5 (D) Ctrl + 6

 8. {S>\$m°ëQ> ê$n go, MS Excel 2010 dH©$~wH$ _| {H$VZr erQ²>g
àXmZ H$s OmVr h¡? [Delhi Police, 14-12-2020, I-Shift]

(A) VrZ (B) gmV
(C) nm±M (D) EH$

 9. MS Excel 2010 _| Ho$db dV©_mZ àUmbr {V{W àX{e©V H$aZo
Ho$ {bE {ZåZ{b{IV _| go {H$g \§$ŠeZ H$m à`moJ {H$`m OmVm h¢&

[Delhi Police, 14-12-2020, I-Shift]
(A) Date() (B) Time()
(C) Today() (D) Now()

10. MS Excel _| dH©$~wH$ Ho$ g§X ©̂ _| {ZåZ{b{IV _| go H$m¡Z gm
H$WZ AgË` h¡? [Delhi Police, 14-12-2020, II-Shift]

(A) dH©$erQ²>g H$mo erQ> 1 erQ> 2 Am¡a erQ> 3 Am¡a AmJo ^r Bgr
àH$ma go bo~b {H$`m OmVm h¡&

(B) MS Excel _| dH©$erQ> H$m Zm_ Zht ~Xbm Om gH$Vm h¡&
(C) àË òH$ _mBH«$mogm°âQ> EŠgob dH©$erQ> H$m°b_ Am¡a amo go {_bH$a

~Zr hmoVr h¡&
(D) EH$ dH©$~wH$, dH©$erQ²>g go {_bH$a ~Zr hmoVr h¡&

11. {ZåZ{b{IV MS Excel gyÌ H$m _mZ Š`m hmoJm?
= AVERAGE (5, 4, 4>3, 6)

 [Delhi Police, 11-12-2020, I-Shift]
(A) 72 (B) ERROR
(C) 4 (D) 5

12. MS Excel 2010 dH©$erQ> _| n§pŠV`m| (row) H$s A{YH$V_
g§»`m {H$VZr hmo gH$Vr h¡? [Delhi Police, 11-12-2020, I-Shift]

(A) 16,000 (B) 1,048,500
(C) 16,384 (D) 1,048,576

CÎma_mbm
246.(B) 247.(B) 248.(A) 249.(A) 250.(A)

1.(B) 2.(B) 3.(C) 4.(D) 5.(B) 6.(C) 7.(C) 8.(A) 9.(C) 10.(B) 11.(C) 12.(D)
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{d{^ÝZ à{V`moJr narjmAmo§ Ho$ Previous Year Questions

 1. E_Eg EŠgb _| S>oQ> \§$ŠeZ H$m à`moJ hmoVm h¡?
[CET 10+2, 11.02.2023]

(A) AmO H$s VmarI {XImZo Ho$ {bE
(B) g_` àmßV H$aZo Ho$ {bE
(C) {g\©$$ {XZ _| {XZm| H$mo Omo‹S>Zo Ho$ {bE
(D) gmbm|, _hrZm| d {XZm| H$mo Omo‹S>Zo Ho$ {bE

 2. erQ> Ho$ gob H§$Q>oQ> H$mo E{S>Q> H$aZo Ho$ {bE H$m¡Zgr \§$ŠeZ H$s
à`wº$ H$s OmVr h¡? [CET 10+2, 11.02.2023]
(A) F1 (B) F2 (C) F3 (D) F4

 3. `h \§$ŠeZ = ROUND (188.52, – 1) Š`m CÎma XoJm?
[CET 10+2, 11.02.2023]

(A) 188 (B) 189 (C) 190 (D) 200
 4. EH$ Q>o~b _| AJbo g¡b na OmZo Ho$ {b`o ....... Hw§$Or H$m

à`moJ hmoVm h¡— [CET 10+2, 11.02.2023]

(A) E§Q>a (B) Q>¡~ (C) E|S> (D) BÝgQ>©
 5. E_Eg-EŠgb Ho$ B§gQ>© Q>o~ _| ..... Jw«ßg hmoVo h¢Ÿ&

[CET 10+2, 11.02.2023]
(A) 6 (B) 5 (C) 7 (D) 3

 6. O~ H$B© gy{M`m| _| S>mQ>m ~Xb OmVm h¡, d g^r gy{M`m± AnS>oQ>
Zht hmoVr, BgH$s dOh go ..... hmoVm h¡—

[CET 10+2, 05.02.2023]

(A) S>mQ>m arS>§S>ogr (B) BZ\$m_}eZ AmodabmoS>
(C) S>mQ>m H$m°ZH$a|gr (D) S>mQ>m B§H$pÝgñQ>|gr

 7. E_.Eg. EŠgob _| H$m¡Zgm Am°naoQ>a Eãgmoë`yQ> gob ao\$aoqgJ Ho$
{bE à`moJ {H$`m OmVm h¡? [CET 10+2, 05.02.2023]

(A) $ (B) V (C) ? (D) =
 8.  {ZåZ{b{IV _| go H$m¡Zgm EŠgob \§$ŠeZ$A1, A2, A3 Am¡a

A4 gob H$m `moJ ImoOZo Ho$ {bE ghr h¡?
[CET 10+2, 04.02.2023]

(A) = sum (A1 to A4) (B) = sum (A1; A4)
(C) = sum (A1 : A4) (D) = sum (A1 – A4)

 9. eof\$b (Remainder) kmV H$aZo Ho$ {bE E_.Eg. EŠgb _|

H$m¡Zgm \§$ŠeZ à`moJ _| boVo h¢? [CET 10+2, 04.02.2023]
(A) DIV() (B) MOD()
(C) INT() (D) FACT()

10. {ZåZ{b{IV _§o go H$m¡Zgr gw{dYm AmnH$mo AnZr dH©$erQ> _|
S>oQ>m H$mo H$_ H$aZo H$s AZw_{V XoVr h¡?[CET 10+2, 05.02.2023]

(A) gm°{Q>ªJ (Sorting)
(B) _O© goëg (Merge Cells)
(C) {\$b h¢S>b (Fill Handle)
(D) {\$ëQ>g© (Filters)

11. BZ_| go H$m¡Z-gm S>oQ>m Q>mBn E_.Eg. EŠgob _| Zht h¡?
[CET 10+2, 05.02.2023]

(A) Zå~a (B) H$a|gr
(C) bo~b (D) S>oQ>/Q>mB_

12. {H$gr H$m°b_ Ho$ AmBQ>åg H$mo Hw$N> AZwH«$_ `m H«$_ (grŠd|g
`m AmS>©a) _| ì`dpñWV H$aZo H$s à{H«$`m H$mo H$hm OmVm h¡—

[CET 10+2, 05.02.2023]

(A) Aa|qOJ (B) Am°Q>mo{\$b
(C) gm°{Q>ªJ (D) {\$ëQ>[aJ̈

13. VLOOKUP \§$ŠeZ H$m ©̀ H$aVm h¡—
(A) {_bVo-OwbVo [aH$m°S>© Ty>±‹T>Vm h¡ [CET 10+2, 04.02.2023]

(B) dh eãX Ty>±‹T>Vm h¡ {OZ_| ‘V’ h¡
(C) Xmo goëg H$mo EH$X_ g_mZVm Ho$ {bE XoIVm h¡
(D) Zht {_bZo-OwbZo dmbo [aH$m°S>© Ty>±‹T>Vm h¡

14. E_.Eg.-EŠgob _| {ZåZ _| go H$m¡Zgm ghr gw_o{bV h¡?
[CET Grad. 7.1.2023]

(A) = POWER (2^3) (B) = POWER (2,3)
(C) = POWER (2*3) (D) = POWER (2#3)

15. EH$ H$åß`yQ>a ñàoS>erQ> _|, Š`m ghr h¡ `{X dV©_mZ `m g{H«$`
gob B4 h¡ Am¡a AmnZo E§Q>a H$s X~mB© h¡?

[CET Grad. 7.1.2023]

(A) Amn gob A1 _| hm|Jo (B) Amn gob B5 _| hm|Jo
(C) Amn gob B3 _| hm|Jo (D) Amn gob B6 _| hm|Jo

CÎma_mbm
66.(C) 67.(C) 68.(D) 69.(D) 1.(D) 2.(B) 3.(C)

4.(B) 5.(B) 6.(D) 7.(A) 8.(C) 9.(B) 10.(A) 11.(C) 12.(C) 13.(A) 14.(B) 15.(B)

66. {ZåZ{b{IV MS Excel \$m°_y©bm H$m n[aUm_ Š`m hmoJm?
= 32/2^4/2 [Delhi Police, 08-12-2020, I-Shift]
(A) 0 (B) 32768 (C) 8 (D) 1

67. MS Excel dH©$erQ> _| {H$gr gob Ho$ H§$Q>|Q> H$mo E{S>Q> H$aZo Ho$
{bE {ZåZ{b{IV _| go H$m¡Z gr {H«$`m H$s Om gH$Vr h¡?

[Delhi Police, 08-12-2020, I-Shift]
(A) gob H$m M`Z H$aZm Amoa E§Q>a (ENTER) Hw§$Or (Key)

X~mZm&
(B) gob na amBQ>-pŠbH$ H$aZm

(C) gob na S>~b-pŠbH$ H$aZm
(D) gob na EH$ ~ma boµâQ>-pŠbH$ H$aZm

68. MS Excel dH©$erQ> _|, dH©$erQ> Ho$ ....... ^mJ _| ""Oy_''
~ma {XImB© XoVm h¡— [Delhi Police, 08-12-2020, I-Shift]

(A) Q>m°n-amBQ> (B) Q>m°n-boµâQ>
(C) ~m°Q>_-boµâQ> (D) ~m°Q>_-amBQ>

69. {ZåZ{b{IV MS Excel \$m°_y©bm H$m _mZ {H$VZm hmoJm?
= MOD(11, 3) [Delhi Police, 08-12-2020, I-Shift]
(A) 4 (B) 3 (C) 5 (D) 2
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{d{^Þ g§Mma _mÜ`_ Ûmam VWm g_mZ Protocols H$m nmbZ H$aVo
hþE EH$-Xygao go Connected ahVo h¢Ÿ&

 B§Q>aZoQ> Network of Networks (ZoQ>dH$m] H$m ZoQ>dH©$) h¡,
{Og_| nyar Xw{Z`m Ho$ ZoQ>dH©$ Ow‹S>o hmoVo h¢&

 B§Q>aZoQ> EH$ d¡{ídH$ (Global) ZoQ>dH©$ h¡ VWm {díd H$m g~go
~‹S>m ZoQ>dH©$ h¡&

 B§Q>aZoQ> H$mo Information Superhighway (gyMZm H$m
gwnahmB©do) `m gyMZm H$m amOnW H$hm OmVm h¡&

 Father of Internet (B§Q>aZoQ> Ho$ OZH$) Ho$ ê$n _| Vint Cerf
and Bob Kahn ({dÝQ> g\©$ Ed§ ~m°~ H$mhZ) H$mo _mZm OmVm h¡Ÿ&

History of Internet  (B§Q>aoZQ> H$m B{Vhmg)

Internet in World ({díd _| B§Q>aZoQ>)
 {díd _| gd©àW_ B§Q>aZoQ> H$s ewéAmV 1969 _| A_o{aH$m Ho$ gwajm

{d^mJ Ûmam ARPANET (Advanced Research Project
Agency Network) Ho$ ê$n _| H$s JB©&

 ARPANET nhbm dmBS> E{a`m ZoQ>dH©$ (WAN) Wm&

Internet in India (^maV _| B§Q>aZoQ>)

 ^maV _| B§Q>aZoQ> gd©àW_ 14 AJñV 1995 H$mo bm°ÝM {H$`m J`m VWm
15 AJñV 1995 H$mo BgH$m gd©àW_ BñVo_mb {H$`m J`m AWm©V²
^maV _| B§Q>aZoQ> H$s ewê$AmV  15 AJñV 1995 H$mo H$s JB©Ÿ&

 ^maV _| B§Q>aZoQ> H$s ewéAmV VSNL (Videsh Sanchar Nigam
Limited) Ûmam H$s JB©Ÿ&

 BgHo$ níMmV² Yrao-Yrao B§Q>aZoQ> godmAm| H$m {dñVma hmoVm J`m VWm gZ²
2000 _| ^maV H$s g§gX _| Information Technology Act
nmg {H$`m J`mŸ&

Working in Internet (B§Q>aZoQ H$s H$m`©àUmbr>)

 H$åß`yQ>g© B§Q>aZoQ> Ho$ Ûmam N>moQ>o-N>moQ>o> Connections Ho$ _mÜ`_ go
EH$-Xygao go Connected ahVo h¢Ÿ&

 B§Q>aZoQ> World Wide Web H$m EH$ {hñgm h¡ Omo {H$ HTML
Document H$mo gnmoQ>© (Support) H$aVm h¡Ÿ&

 B§Q>aZoQ> H$mo do~ ~«mCOg© H$s _XX go EŠgog ^r {H$`m Om gH$Vm h¡Ÿ&
 Omdm B§Q>aZoQ> _| à`moJ H$s OmZo dmbr àmoJ«m{_§J ^mfm h¡&
 B§Q>aZoQ> EH$ Public (gmd©O{ZH$) ZoQ>dH©$ h¡&
 Bg Technology H$m à`moJ H$a h_ {H$gr gyMZm, {Og_| Data,

Text (Q>oŠñQ>), Graph (J«m\$), Image ({MÌ), Audio (Üd{Z)
VWm Video (Mb{MÌ) em{_b h¢Ÿ& CZH$mo Xw{Z`m§ Ho$ EH$ H$moZo go
Xygao H$moZo _| nhw±MmZm g§̂ d hmo nm`m h¡Ÿ&
ZmoQ>…—E-mail, Video call, Voice Call Am{X Ho$ Ûmam Vrd«
Communication hoVw B§Q>aZoQ> H$m hr à`moJ hmoVm h¡Ÿ&>$

 User H$mo Internet godm boZo Ho$ {bE _w»`V… Xmo àH$ma Ho$
Connection {_bVo h¢—
(1) Dial up (2) Direct

1. Dial up – Bg Connection _| User H$mo AnZo Computer go
AnZo ISP H$m EH$ {deof Number S>m`b H$aZm n‹S>Vm h¡Ÿ& ISP
go connect hmoVo hr User, Internet H$m Cn`moJ H$a gH$Vm h¡Ÿ&

Dial up EH$ AñWmB© Connection h¡ Š`m|{H$ Connection Omo‹S>Zo
Ho$ {bE User H$mo ~ma-~ma ISP H$m Number S>m`b H$aZm n‹S>Vm h¡Ÿ&

2. Direct – Direct Connection _| user ISP go grYo EH$ Ho$~b
`m Dedicated \$moZ bmBZ go Ow‹S>m hmoVm h¡Ÿ& A{YH$ Speed Ho$ {bE
lease line H$m_ _| br OmVr h¡Ÿ& ISP, User H$s Amdí`H$Vm AZwgma
{H$gr ^r Bandwidth H$s lease line CnbãY H$adm gH$Vm h¡Ÿ&

 User H$mo Mobile devices O¡go laptop, tablet, smart phone
Am{X Ho$ {bE {d{^Þ ISP Ûmam AZoH$ ßbmZ CnbãY H$am`o OmVo h¢Ÿ&
{OZH$s J{V 3G, 4G Am¡a AmOH$b Vmo 5G (Fifth Generation)
Internet godm ^r àmaå^ H$a Xr h¡Ÿ&

Speed of Internet (B§Q>aoZQ> H$s J{V)
 B§Q>aZoQ> ñnrS> dh J{V h¡, {Og J{V na Data H$mo EH$ OJh go Xygar

OJh Transfer {H$`m OmVm h¡Ÿ& B§Q>aZoQ> J{V H$mo MBPS
(Megabits Per Second) Ed§ GBPS (Gigabits Per Second)
VWm KBPS (Kilobits Per Second) _| _mnm OmVm h¡Ÿ&

BÝQ>́mZoQ> (Intranet)
 B§Q́>mZoQ> {H$gr H§$nZr/g§JR>Z/g§ñWmZ H$m Private ({ZOr) ZoQ>dH©$ h¡

Omo Ho$db Cgr H§$nZr/g§JR>Z/g§ñWmZ Ho$ H$_©Mm{a`m| Ho$ Ûmam H$m_ _|
{b`m OmVm h¡&

 B§Q>aZoQ> H$m à`moJ B§Q́>mZoQ> H$a gH$Vm h¡ bo{H$Z B§Q>́mZoQ> H$m à`moJ B§Q>aZoQ>
Zht  H$a gH$Vm h¡&

B§Q>aZoQ> g{d©g àmodmBS>a (Internet Service Provider–ISP)
 Omo H§$nZr `m g§JR>Z ỳOg© H$mo  B§Q>aZoQ> godmEo§ àXmZ H$aVr h¡ VWm

B§Q>aZoQ> {Z`§{ÌV H$aZo H$m H$m`© H$aVr h¡ Cgo B§Q>aZoQ> g{d©g àmodmBS>a
(ISP) H$hm OmVm h¡&

 ^maV _| ^r AZoH$ B§Q>aZoQ> g{d©g àmodmBS>a H§$n{Z`m h¡ {OZ_| à_wI {ZåZ
h¡—VSNL, MTNL, BSNL, Jio, Airtel, Vodafone Am{X&

 Packets—O~ EH$ Computer go Xygao Computer _| Data
^oOm OmVm h¡ Vmo dh N>moQ>o-N>moQ>o Qw>H$‹S>m| _| ^oOm OmVm h¡, {Ogo Packets
H$hm OmVm h¡Ÿ&

WWW (World Wide Web) (dëS>© dmBS> do~)

Introduction (n[aM`)
 B§Q>aZoQ> H$s Xw{Z`m _| à`wŠV WWW H$m nyam Zm_ World Wide

Web (dëS>© dmBS> do~) h¡Ÿ&
 WWW H$mo do~ `m W3 `m W3C ^r H$hm OmVm h¡, W3C H$m

nyU© ê$n World Wide Web Consortium hmoVm h¡Ÿ&
 WWW H$m Am{dîH$ma 1989 _| Q>r_ ~Z©g br (Tim Berners

Lee) Ûmam {H$`m J`mŸ& Q>r_ ~Z©g© br WWW Ho$ Am{dîH$ma Ho$
g_` CERN Zm_ H$s g§ñWm _| H$m`©aV WoŸ&
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 \$m`a\$m°Šg Eogm do~ ~«mCOa h¡ Omo {dÊS>moO, MacOS, Linux ,
EÝS>́m°BS> Ed§ {d{^Þ O.S. hoVw CnbãY h¡Ÿ&

3. Internet Explorer (BÝQ>aZoQ> EŠgßbmo>aa)

 Bg do~ ~«mCOa H$mo IE Ho$ Zm_ go OmZm OmVm h¡, Bg do~ ~«mCOa H$mo
H$mo 1995 _| bm°ÝM {H$`m J`m h¡Ÿ&

 `h EH$ Secure Ed§ Fast do~ ~«mCOa h¡ Omo Windows Am°naoqQ>J
{gñQ>_ H$m use H$aZo dmbo `yOg© H$m Default do~ ~«mCOa hmoVm h¡Ÿ&
ZmoQ>…—Internet Explorer (B§Q>aZoQ> EŠgßbmoaa) EH$ àmapå^H$
do~ ~«mCOa h¡ {OgH$m ES>dm§ñS> Version (dO©Z) _mBH«$mogm°âQ>
EO (Microsoft Edge) ^r bm±M H$a {X`m J`m h¡Ÿ&

4. Safari (g\$mar)
 Bg do~ ~«mCOa H$m {Z_m©U Eßnb H$m°nm}aoeZ Ûmam 2003 _| {H$`m J`m h¡Ÿ&
 Mac users Ho$ {bE bmoH${à` `h do~ ~«mCOa Mac OS Ed§

Windows OS Ho$ {bE CnbãY h¡Ÿ&

5. EPIC (E{nH$)
 E{nH$ àW_ ^maVr` do~ ~«mCOa h¡ {Ogo 2010 _| bm°ÝM {H$`m

J`mŸ&
 E{nH$ Eogm Fast and Safe  (\$mñQ> Ed§ gwa{jV) do~ ~«mCOa h¡,

{Og_| {H$gr ^r URL H$mo Q́>oH$ Zht H$a gH$Vo h¢Ÿ&
ZmoQ>:—
• {H$gr Web browser Ho$ Xm`t Amoa Ho$ Iwbo Tab _| OmZo hoVw

Ctrl + Tab H$m à`moJ hmoVm h¡&
• {H$gr Web browser Ho$ ~m`t Amoa Iwbo Tab _| OmZo hoVw

Ctrl + Page Up H$m à`moJ hmoVm h¡&

gM© B§OZ (Search Engine)
 gM© B§OZ Eogo H$åß`yQ>a àmoJ«m_ hmoVo h¢, Omo {H$gr H$åß`yQ>a {gñQ>_ na

^ÊS>m[aV (Stored) gyMZm _| go dm§{N>V gyMZm H$mo Ty>±‹T>Zo hoVw
à`wŠV hmoVo h¢Ÿ&

 gM© B§OZ web based gm°âQ>dò a hmoVo h¢ Omo B§Q>aZoQ> Cn`moJH$Vm©Am|
(Internet users) H$mo WWW (dëS>© dmBS> do~) na pñWV {H$gr
^r OmZH$mar H$mo àmßV H$aZo hoVw à`wŠV hmoVo h¢Ÿ&

 Search Engine (gM© B§OZ)  B§Q>aZoQ> H$m Eogm Cn`moJr Qy>b (tool)
hmoVm h¡ {OgHo$ Ûmam ~hþV gmar AbJ-AbJ do~gmBQ>m| go `yOa AnZo
{b`o Cn`moJr OmZH$mar àmßV H$aVo h¢ Ed§ Search Engine Ûmam
AbJ-AbJ do~gmBQ>m| H$mo EŠgog ^r H$a gH$Vo h¢Ÿ&

 Search Engine (gM© B§OZ) Ho$ _mÜ`_ go B§Q>aZoQ> H$mo access
H$aZm ~hþV AmgmZ h¡Ÿ& BgHo$ _mÜ`_ go B§Q>aZoQ> na {H$gr ^r do~gmBQ>
H$mo AmgmZr go access (EŠgog) H$a gH$Vo h¢Ÿ&

 Search Engine dëS©> dmBS> do~ na gyMZmAm| H$mo gM© H$aZo Ho$ {bE
Boolean Operator (AND, OR, NOT) H$m à`moJ H$aVo h¢&

 gM© B§OZ Ho$ nmg Eogo automatic programs hmoVo h¢, Omo B§Q>aZoQ>
na _m¡OyX {d{^Þ do~gmBQ> Ed§ do~noOoO H$mo Visit H$aHo$ OmZH$m[a`m|
H$mo ì`dpñWV VarHo$ go AnZo Database (S>oQ>m~og) _| store

(ñQ>moa) H$aVm h¡, Vm{H$ Amdí`H$Vm n‹S>Zo na BÝh| AmgmZr go Ty>±‹T>m
Om gHo$Ÿ&
ZmoQ>:—
1. Search Engine (gM© B§OZ) H$m _w»` H$m`© AbJ-AbJ

Web Pages na OmH$a {d{^Þ àH$ma H$s OmZH$m[a`m| H$mo
ImoOZm, CÝh| organise H$aZm Am¡a Content H$s quality Ho$
AZwgma CÝh| Ranking àXmZ H$aZm hmoVm h¡Ÿ&

2. {H$gr ^r gM© B§OZ H$s àmW{_H$Vm ỳOa H$mo ghr OmZH$mar
erK«Vm go CnbãY H$amZm h¡Ÿ&

 gM© B§OZ H$m`© H$aZo hoVw {ZåZ{b{IV Step H$m à`moJ H$aVm h¡—
 gM© B§OZ (Search Engine) Eogo H$åß`yQ>a àmoJ«m_ hmoVo h¢ Omo BÝQ>aZoQ>

`m dëS>© dmBS> do~ na ^ÊS>m[aV gyMZm _| go dm§{N>V gyMZm
ImoOZ o hoVw à`wŠV hmoVo h¢Ÿ&

 gM© B§OZ EH$ gm°âQ>dò a h¡ Omo {H$ do~ ~«mCOa _| dëS©> dmBS> do~ H$s
{H$gr ^r do~gmBQ> H$mo gM© H$aZo H$m H$m`© H$aVm h¡&

 BZH$s _XX go {H$gr gyMZm H$mo erK«Vm go ImoOm Om gH$Vm h¡Ÿ&

Examples of Search Engine (gM© B§OZ Ho$ CXmhaU)

 gM© B§OZ {H$gr do~gmBQ> H$mo visit H$aZo hoVw à`wŠV {H$`m OmZo dmbm
EßbrHo$eZ gm°âQ>dò a h¡Ÿ&

 gM© B§OZ Ho$ CXmhaU-
JyJb (Google), q~J (Bing), `mhÿ (Yahoo), EëQ>m{dñQ>m (Alta
Vista), ImoO (Khoj), EŠgmBQ> (Exite), (MSN), Go,
bmBH$m°g (Lycos), ZoQ>ñHo$n (Netscape), Ask.Com, Baidu,
Hot Bot Am{XŸ&
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 H$åß`yQ>a {gñQ>_ _| do~ ~«mCOa na g^r do~gmBQ> H$mo HTTP
Ho$ Ûmam hr EŠgog {H$`m OmVm h¡&

 POP3 (Post Office Protocol 3)—_ob gd©a go B©-
_ob H$mo àmá H$aZo Ho$ {bE à`moJ {H$`m OmVm h¡&

 SMTP (Simple Mail Transfer Protocol)—`h _ob
gd©a na B©-_ob ^oOZo VWm àmá H$aZo Ho$ {bE à`moJ {H$`m
OmVm h¡&

 IMAP (Internet Message Access Protocol)-
IMAP H$åß`yQ>a na _ob ŠbmB§Q>> Ho$ O{a`o B©-_ob Ho$ gd©a go
B©-_ob S>mCZbmoS> H$aZo H$s AZw_{V XoVm h¡&

 TCP/IP (Transmission Control Protocol/
Internet Protocol)-TCP Ed§ IP Xmo AbJ-AbJ
àmoQ>moH$m°b h¡, BÝh| gpå_{bV ê$n go BÝQ>aZoQ> àmoQ>moH$m°b gyQ>
(Internet Protocol Suit) H$hm OmVm h¡& TCP/IP BÝQ>aZoQ>
H$m g§Mma àmoQ>moH$m°b h¡& `h ZoQ>dH©$ na CnbãY àmoQ>moH$m°b h¡
{OgHo$ _mÜ`_ go B§Q>aZoQ> VWm ZoQ>dH©$ {S>dmBg Amng _| gyMZmAm|
H$m AmXmZ àXmZ H$aVo h¢&

 VOIP (Voice Over Internet Protocol)- ZoQ>dH©$
_| Voice Communication  Ho$ {bE à`moJ {H$`m
OmVm h¡&

HTTP (EMQ>rQ>rnr)

 HTTP àmoQ>moH$m°b H$m nyU© ê$n Hyper Text Transfer Protocol
hmoVm h¡Ÿ&

 hmBna Q>oŠñQ> (Hyper text) EH$ {deof àH$ma H$m Q>oŠñQ> hmoVm h¡,
{Ogo HTML ^mfm _| {bIm J`m h¡, HTML H$m nyU© ê$n Hyper
Text Markup Language h¡Ÿ&

 HTTP H$m Am{dîH$ma Q>r_ ~Z©g br Ûmam {H$`m J`mŸ&
 HTTP EH$ Eogm àmoQ>moH$m°b h¡, {OgH$m à`moJ do~ gd©a Ed§ ~«mCOa

Ho$ ~rM {H$gr do~gmBQ> Ho$ S>mQ>m H$m AmXmZ-àXmZ H$aZo Ho$ {bE
{H$`m OmVm h¡Ÿ&

 HTTP {Z`_m| Ed§ _mZH$m| H$m EH$ goQ> àXmZ H$aVm h¡ {H$ dëS>© dmBS>
do~ na H$moB© OmZH$mar H¡$go ñWmZm§V[aV hmo gH$Vr h¡Ÿ&

 HTTP H$m Cn`moJ dëS>© dmBS> do~ na \$mBb, B_oO \$mBb, ßboZ
Q>oŠñQ>, Am°{S>̀ mo, {d{S>`mo Am{X H$mo Distribute H$aZo Ho$ {bE {H$`m
OmVm h¡Ÿ&

 HTTP ŠbmB§Q>> Ed§ gd©a _m°S>b na AmYm[aV h¡, Bg{bE BgH$m
Cn`moJ Web ŠbmB§Q>> Ed§ gd©a Ho$ ~rM H$ZoŠeZ ñWm{nV H$aZm
hmoVm h¡Ÿ&

 HTTP `h ^r ~VmVm h¡ {H$ do~ gd©a Ed§ do~ ~«mCOa Ûmam {d{^Þ
Commands (H$_mÊS²>g) hoVw H$m¡Zgm Action boZm Mm{hEŸ&

 HTTP EH$ _w»` ñQ>¡ÊS>S>© h¡ Omo `h H§$Q>́mob H$aVm h¡ {H$ dëS>© dmBS>
do~ H¡$go H$m`© H$aVm h¡Ÿ&

 HTTP H$mo AZwamoY Am¡a à{V{H«$`m àmoQ>moH$m°b ^r H$hm OmVm h¡ Š`m|{H$
~«mCOa Ed§ gd©a Ho$ ~rM AZwamoY Ed§ à{V{H«$`m Omo‹S>o _| hmoVo h¢Ÿ&

FTP (E\$Q>rnr)

 FTP (E\$Q>rnr) H$m nyam Zm_ File Transfer Protocol hmoVm h¡Ÿ&
 FTP (E\$Q>rnr) H$m Cn`moJ EH$ {gñQ>_ go Xygao {gñQ>_ _| \$mBb

Q́>m§g\$a H$aZo hoVw {H$`m OmVm h¡Ÿ&
 FTP (E\$Q>rnr) EH$ ñQ>¡ÊS>S>© ZoQ>dH©$ àmoQ>moH$m°b h¡, {OgH$m Cn`moJ

\$mBbm| H$mo ZoQ>dH©$ na ñWmZmÝV[aV H$aZo hoVw {H$`m OmVm h¡Ÿ&
 FTP (E\$Q>rnr) B§Q>aZoQ> Am¡a bmoH$b ZoQ>dH©$ _| gd©a Ed§ ŠbmBÝQ> Ho$

~rM S>mQ>m \$mBb Ho$ AmXmZ-àXmZ H$m EH$ _mÜ`_ h¡Ÿ&

 FTP (E\$Q>rnr) EH$ Clinet-Server àmoQ>moH$m°b h¡Ÿ& `h àmoQ>moH$m°b

ŠbmBÝQ> Ed§ gd©a Ho$ ~rM Xmo g§Mma M¡Zbm| na {Z^©a H$aVm h¡Ÿ&
 FTP (E\$Q>rnr) H$m gdm©{YH$ Cn`moJ do~noO H$mo do~gd©am| na

AnbmoS> H$aZo _| hmoVm h¡, Vm{H$ dodgmBQ>m| Ho$ O[aE BÝh| àH$m{eV
{H$`m Om gHo$Ÿ&

 File Transfer Protocol ~‹S>r Size H$s \$mBbm| H$mo transfer
H$aZo H$m H$m`© H$aVm h¡ O~{H$ Hypertext transfer protocol
N>moQ>r gmBO H$s \$mBbm| H$mo transfer H$aZo hoVw à`wŠV hmoVm h¡Ÿ&

 \$mBb Q́>m§g\$a àmoQ>moH$m°b Ho$ Ûmam Q>oŠñQ> \$mBb, _ëQ>r_r{S>̀ m \$mBb
Am{X AmgmZr go Q́>m§g\$a hmo OmVr h¡Ÿ&

 O~ H$moB© Web developer do~gmBQ> ~ZmVm h¡ Vmo Cg do~gmBQ> H$s$
Files \$mBëg H$mo gd©a na AnbmoS> H$aZm hmoVm h¡ Ed§ Bg H$m`© hoVw
FTP H$m Cn`moJ {H$`m OmVm h¡Ÿ& FTP ~‹S>o-~‹S>o \$mBbm| H$mo gd©a na
AnbmoS, S>mCZbmoS>, arZo_, {S>brQ>, H$m°nr Ed§ _yd H$aZo _| _XX
H$aVm h¡Ÿ&

Use of FTP (FTP Ho$ Cn`moJ)

 FTP H$åß`yQ>a Ho$ ~rM `m Cloud Ho$ O[aE \$mBbm| H$mo AmJo-nrN>o
^oOVm h¡Ÿ&

 Eogo `yOg© Omo Website H$mo Create Ed§ Maintain H$aVo h¢ CZ

`yOg© Ho$ {bE FTP EH$ AÀN>m tool h¡Ÿ&
 FTP H$åß`yQ>a Ho$ ~rM \$mBbm| H$mo EH$ OJh go Xygar OJh transfer

H$aZm, Upload H$aZm, download H$aZm Am{X H$m`© ~hþV AmgmZr
go H$a gH$Vm h¡Ÿ&

 S>mQ>m Q́>m§g\$a H$aVo g_` Q́>m§g{_eZ à{H«$`m Ho$ Xm¡amZ H$_m§S> Ed§ S>oQ>m
XmoZm| H$mo encrypt H$aVm h¡Ÿ&

 Bg àH$ma Ho$ àmoQ>moH$m°b _| gwa{jV VarHo$ go system ({gñQ>_) Ed§

application (EßbrHo$eZ) VH$ nhþ±Mm Om gH$Vm h¡Ÿ&

S>mo_oZ Zo_ {gñQ>_
Domain Name System (DNS)

 B§Q>aZoQ> go Ow‹S>o àË òH$ H$åß`yQ>a H$m EH$ {deof A§H$s` nVm hmoVm h¡,
{Ogo AmB©nr ES>́og (IP Address) H$hm OmVm h¡Ÿ& Bg IP EŚ>og Ho$
Ûmam hr {H$gr do~gmBQ> VH$ nhþ±Mm Om gH$Vm h¡Ÿ&

 AmB©nr EŚ>og A§H$s` \$m°_}Q> (O¡go—66.102.25.165) _| hmoVm h¡,
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 Father of E-mail (B©-_ob Ho$ OZH$/OÝ_XmVm)  Ray
Tomlinsion (ao Q>m°_qbgZ) h¢Ÿ&

 ao Q>m°_{bgZ Zo gZ² 1971 _| nhbr ~ma B©-_ob ^oOm WmŸ&
 {díd _| nhbr \«$s B©-_ob godm 1996 _| ^maVr` `wdH$ gm~ra

^m{Q>`m Zo Hotmail Ho$ Zm_ go ewê$ {H$`mŸ&

 B©-_ob  ^oOZo dmbo H$mo Sender H$hm OmVm h¡&
 B©-_ob àmá H$aZo dmbo H$mo Receiver H$hm OmVm h¡&
 B©-_ob ^oOZo d àmá H$aZo Ho$ {bE Sender VWm Receiver Ho$ nmg

ñd`§ H$m E-Mail Address hmoZm Mm{hE&

 B§Q>aZoQ> na B©-_ob Ûmam g§Xoe ôOZo hoVw SMTP (Simple Mail
Transfer Protocol) VWm g§Xoe àmßV H$aZo hoVw POP (Post
Office Protocol) H$m à`moJ {H$`m OmVm h¡Ÿ&

 B©-_ob EŚ>og _| à`wº$ .in H$m AW© india go h¡Ÿ&
 B©-_ob ESó>g H$m CXmhaU—

computewalamaster@gmail.com
 CnamoŠV Email Address _| computerwalamaster `yOaZo_

h¡ VWm @gmail.com S>mo_oZ Zo_ h¡&
 dëS©> dmBS> do~ na B©-_ob go gå~pÝYV AZoH$ B©-_ob gd©a h¢ O¡go-

rediffmail.com, gmail.com, Hotmail.com, yahoo.com
Am{X&

E-mail Address Syntax Ho$ {Z`_
 EH$ d¡Y (valid) B©-_ob EŚ>og Ho$ gm_mÝ`V`m 4 ^mJ hmoVo h¢—

 àmßVH$Vm© H$m Zm_ (Recipient name)
 @ H$m {M• (@ symbol)
 S>mo_oZ Zo_ (Domain name)
 Q>m°n bodb S>mo_Z (Top-level domain)

 àmßVH$Vm© H$m Zm_ (Recipient Name)—Recipient Name
EH$ E-mail mailbox H$mo ì`ŠV H$aVr h¡, {Og_| EH$ specific
person, A mailing list, A department Am{X hmoVo h¢&

 àmßVH$Vm© H$m E-mail EŚ>og A{YH$V_ 64 character _| hmo gH$Vm h¡&

AmoEgAmB© _m°S>b (OSI Model)

Fig. : OSI Model

 OSI Model H$m nyam Zm_ Open System Inter-connection
Model  h¡&

 OSI 1978 _| ISO (International Organization For
Standardization) Hoo$ Ûmam {dH${gV {H$`m J`m Wm& Bg _m°S>b _|
Hw$b 7 naV (Layer) hmoVr h¡ {OZH$m {ddaU {ZåZmZwgma h¡—

 {\$OrH$b bò a—`h g~go {ZåZñVa H$s bò a hmoVr h¡ Bg bò a H$mo
{~Q> bò a ^r H$hm OmVm h¡& Bg bò a _| `h {ZYm©{aV {H$`m OmVm h¡
{H$ Xmo `m Xmo go A{YH$ {S>dmBg Amng _| {\${OH$b ê$n go Ow‹So> hþE h¡&

 S>mQ>m{b§H$ bò a—`h bò a ZrMo go Xygar bò a h¡, `h bò a ZoQ>dH©$
bò a Ho$ Ûmam ^oOo JE S>mQ>m Ho$ n¡Ho$Q>mo H$mo {S>H$moS> VWm EZH$moS> H$aVr h¡&

 ZoQ>dH©$ bò a—Bg bò a _| ñdr{M§J Ed§ amC{Q§>J H$m à`moJ {H$`m
OmVm h¡, BgH$m H$m`© bm°{OH$b ESó>g AWm©V AmB©.nr. EŚ>og CnbãY
H$admZm hmoVm h¡&

 Q>́m§gnmoQ©> bò a—Bg_| ZoQ>dH©$ Ho$ _mÜ`_ go S>mQ>m H$mo ghr VarHo$ go
Q́>m§g\$a {H$`m OmVm h¡& Bg bò a H$m _w»` H$m`© EH$ H$åß`yQ>a go Xygao
H$åß`yQ>a _| S>mQ>m Q>́m§g{_Q> H$aZm hmoVm h¡& Bgo goJ_|Q> `y{ZQ> ^r H$hm
OmVm h¡&

 goeZ bò a—`h bò a AZoH$ H$åß`yQ>a Ho$ _Ü` H$ZoŠeZ H$mo {Z §̀{ÌV
H$aVr h¡& AWm©V² BgHo$ Ûmam H$ZoŠeZ H$mo ñWm{nV VWm CgHo$ aIaImd
go gå~pÝYV H$m ©̀ {H$E OmVo h¢&

 àoOoQ|>eZ bò a—`h bò a Am°nao{Q§>J {gñQ>_ go gå~pÝYV hmoVr h¡&
Bg bò a H$m à`moJ àmBdogr Ho$ {bE {H$`m OmVm h¡&

 EßbrHo$eZ bò a—Bg bò a Ho$ gmW HTTP, FTP, SMTP
Am{X àmoQ>moH$m°b H$m ©̀ H$aVo h¢Ÿ& `h bò a `yOa Ho$ g~go nmg _| hmoVr
h¡, Bg bò a Ho$ _mÜ`_ go `yOa {a_moQ> H$åß`yQ>a go \$mBëg H$mo EŠgog
H$a gH$Vm h¡&

B©-_ob E-Mail (Electronic Mail)
 E-mail H$m nyU© ê$n Electronic Mail h¡Ÿ&
 B©-_ob Ho$ _mÜ`_ go H$moB© ^r `yOa B§Q>aZoQ> H$m à`moJ H$aHo$ EH$

H$åß`yQ>a {gñQ>_ go Xygao H$ßå`yQ>a {gñQ>_ _| BboŠQ>́mo{ZH$ g§Xoe ^oO
gH$Vm h¡&
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Internet H$s ghm`Vm go AnZo-AnZo H$åß`yQ>am| H$mo Omo‹S>H$a, Amng
_| R>rH$ Cgr àH$ma ~mVMrV H$a gH$Vo h¢ {Og àH$ma go do EH$ ñWmZ
na EH${ÌV hmoH$a H$aVo h¢& H$åß`yQ>arH¥$V Bg Video Conferencing
_| Xmo Va\$m Audio-Video (2 way audio-video) g§Ho$Vm| H$m
AmXmZ-àXmZ hmoVm h¡&

Process of Video Conferencing
{d{S>`mo H$m°Ý\«o$pÝgJ̈ H$s à{H«$`m

 H$B© ì`pŠV Internet H$s ghm`Vm go AnZo-AnZo H$åß`yQ>am| H$mo
Omo‹S>H$a, Amng _| R>rH$ Cgr àH$ma ~mVMrV H$a gH$Vo h¢ {Og àH$ma
go do EH$ ñWmZ na EH${ÌV hmoH$a H$aVo h¢& H$åß`yQ>arH¥$V Bg Video
Conferencing _| Xmo Va\$m Audio-Video (2 way audio-
video) g§Ho$Vm| H$m AmXmZ-àXmZ hmoVm h¡&

 AmO h_ g^r {S>{OQ>b _mÜ`_ O¡go Skype, We-chat, zoom
webinar BZ Video conferencing app free download H$aZo
Ho$ ~mX Vide Conferencing H$aVo h¢& BZ Apps Ho$ Ûmam AnZo
XmoñVm| Am¡a [aíVoXmam| Ho$ gmW dr{S>`mo H$m°b H$aVo h¢& `o hr dr{S>`mo
H$m°Ý\«o$pÝg̈JJ H$hbmVm h¡& H$åß`yQ>a _| ^r `o H$m`© Software Ho$
_mÜ`_ go hr H$a gH$Vo h¢&

Video Conferencing Ho$ àH$ma

 Video conference {ZåZ àH$ma H$s hmoVr h¡—
1. Point to point 2. Multi-point$

1. Point-to-point—AbJ-AbJ ñWmZm| na ~¡R>o Xmo Participant
(à{V^m{J`m|) H$mo em{_b H$a one-on-one EH$ Xÿgao go ~mV H$aZm&
EH$ client `m EH$ customer go Am_Zo-gm_Zo ~mVMrV H$aZm
point-to-point video conferencing _| AmVm h¡&

2. Multi-point—Bgo "Group video conferencing" `m
"group call" ^r H$hm OmVm h¡& `h EH$ conversation h¡
{Og_| H$_ go H$_ Xmo ñWmZm| _| VrZ `m A{YH$ bmoJ em{_b hmoVo h¡&

 `h office Am¡a AÝ` XÿañW H$m`m©b`m| _| Hw$N> participants Ho$
gmW EH$ Business meeting hmo gH$Vr h¡&

 Video conferencing Ho$ {bE Š`m-Š`m Oê$aV h¡& H$moB© basic
video conferencing join H$aZo Ho$ {bE {ZåZ devices H$s
Amdí`H$Vm hmoVr h¡—
 A desktop or laptop computer
 A Web camera
 A microphone
 Speakers or headphone
 High-speed internet access

 AJa video conferences, multiple participants  Ho$ gmW
EH$ single room _| h¡ Vmo {ZåZ setup H$s extra Oê$aV n‹S>
gH$Vr h¡—
 EH$ television with an HDMI port
 Hardware from your video conferencing service
 Speakers H$s Amdí`H$Vm&
 EH$ omnidirectional microphone (O¡go {H$ polycom

or meeting owl)

M¡Q> (Chat)
 M¡Q> EH$ àH$ma H$s H$å`y{ZHo$eZ àmogog h¡ {Og_| Xmo `m Xmo go A{YH$

`yOa {H$gr gm°âQ>dò a Ûmam BÝQ>aZoQ> Ho$ _mÜ`_ go g§dmX ñWm{nV
H$aVo h¢&

 M¡Q> text, audio, audio-visual (A/V) Am{X Ho$ _mÜ`_ go
deliver hmoVr h¡&

 Desktop H$s ghm`Vm go chat H$aZo hoVw Eogo software H$s Oê$aV
hmoVr h¡ Omo IRC (Internet Relay Chat) H$mo gnmoQ>© H$aVo h¢&

 Chatting SMS (Short Message Service), MMS
(Multimedia Messaging Service) VWm {d{^Þ Qw>ëg O¡go
Slack, Microsoft Team Ed§ Facebook, Twitter O¡go gmoeb
_r{S>̀ m ßboQ>\$m°_© Ûmam H$s OmVr h¡&

Video Conferencing ({d{S>`mo H$m°Ý\«o$pÝg¨J)
 àmMrZ g_` _| bmoJ Xÿa ~¡R>o bmoJm| go ~mV H$aZo hoVw AWm©V² H$å`y{ZHo$eZ

hoVw Audio Signal H$mo transmit H$aVo Wo& Bg_| do EH$-Xÿgao H$m
{MÌ Zht XoI gH$Vo Wo&

 EH$ AmYw{ZH$ Technology h¡ {Og_| dr{S>`mo Ho$ gmW Pictures
^r {XImB© XoVr h¡& dr{S>`mo H$m°Ý\«o$pÝg̈J _| Eogm bJVm h¡ {H$ O¡go Xmo
AmX_r EH$ Xÿgao Ho$ gm_Zo ~¡R>H$a hr ~mVo H$a aho h¢& AWm©V² Video
Conferencing Ûmam Xÿa ~¡R>o ì`pŠV d¡go hr g§dmX H$a gH$Vo h¢ O¡go
Am_Zo-gm_Zo H$aVo h¢&

 Video call H$s ewéAmV 1970 Ho$ XeH$ _| AT & T Ûmam H$s JB©
Wr VWm 1991 _| Video conferencing H$m Cn`moJ PC na hþAm&

Definition of Video Conferencing
{d{S>`mo H$m°Ý\«o$pÝgJ̈ H$s n[a^mfm

 Video conferencing EH$ àH$ma H$s virtual (Am^mgr) online
meeting h¡ Ohm± Xmo `m Xmo go A{YH$ bmoJ real-time _| video
Am¡a Audio call Ho$ _mÜ`_ go ~mV H$aVo h¡&

 O~ Xmo `m A{YH$ ì`pŠV {H$gr {ZpíMV {XZ, {H$gr {ZpíMV ñWmZ
na EH$ {ZpíMV {df` Ho$ g§X^© _| ~mVMrV H$aZo Ho$ {bE EH${ÌV hmoVo
h¢ Vmo Bg à{H«$`m H$mo Conference (H$m°Ý\o«$§g) H$hVo h¢& Bgo Video
Tele Conferencing ^r H$hm OmVm h¡&

 Real time audio – Video Conferencing _| Receiver &
Sender Ho$ _Ü` two-way communication hmoVm h¡& H$B© ì`pŠV
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53. dh Q>monmobm°Or {Og_| Host computer/Central computer
hub H$m à`moJ {H$`m OmVm h¢—
(A) Star (B) Ring (C) Tree (D) Hybrid

54. Q>monmobm°Or {Ogo circular network ^r H$hm OmVm h¢—
(A) Ring (B) Star
(C) Hybrid (D) None of these

55. dh ZoQ>dH©$ Q>monmobm°Or {Og_| g^r H$åß ỳQ>a Amng _| EH$ Xygao
go Ow‹So> hmoVo h¢—
(A) Star (B) Ring
(C) Mesh (D) All of the above

56. Host computer {H$g ZoQ>dH©$ _| hmoVm h¢?
(A) Ring (B) Internet
(C) Star (D) None of these

57. {H$g àH$ma H$s Q>monmoJ«m\$s Ho$ A§VJ©V g^r ñQo>eZ Ho$ÝÐr` ñQo>eZ
H$mo OmoS>Zo dmbr H$S>r ßdm°B§Q> Qy> ßdm°B§Q> hmo gH$Vr h¢?
(A) ~g (B) ñQ>ma (C) {a§J (D) g{H©$b

58. EH$b g§Mma nW H$mo Š`m H$hm OmVm h¢?
(A) ñQ>ma (B) {a§J (C) _oe (D) dJ©

59. ZoQ>dH©$ {S>dmBg Ho$ CXmhaU h¢—
(A) Repeater (B) Hub
(C) Gateway (D) Switch
(E) All of the Above

60. ZoQ>dH©$ {S>dmBg Omo {ZåZ ñVa Ho$ {g¾b H$mo Cƒ ñVa _| ~XbVm
h¢—
(A) {anrQ>a (B) {ñdM
(C) JoQ>do (D) Cn ẁ©ŠV g^r

61. Xmo `m Xmo go A{YH$ H$åß`yQ>a H$mo {Z`§{ÌV H$aZo Ho$ {bE ZoQ>dH©$
{S>dmBg à`moJ {H$`m OmVm h¢—
(A) Repeater (B) Switch
(C) Hub (D) None of these

62. dh ZoQ>dH©$ {S>dmBg {Ogo ZoQ>dH©$ converters H$hm OmVm h¢?
(A) Cable (B) Gateway
(C) Hub (D) Switch

63. {H$gr S>mQ>m/gyMZmAm| H$mo {H$g amñVo go JÝVì` VH$ nhþ±MmZm h¡,
`h {ZYm©{aV H$aVm h¢—
(A) Switch (B) Router
(C) Hub (D) Gateway

64. _m°S²>`wëgZ ........ H$s à{HŒ$`m h¡
(A) S>mQ>m H$m ê$nmÝVaU
(B) g§Mma
(C) EZmbm°J go {S>{OQ>b H$aZo Ho$ {bE n{ad{V©V
(D) {S>{OQ>b go EZmbm°J Ho$ {bE n{adV©Z

65. _m°So>_ eãX {H$Z eãXm| go ~Zm h¡—
(A) _m°S²>̀ yboQ>a (B) S>r_m°S²>̀ yboQ>a

(C) A d B XmoZm| (D) _m°S>̀ yb
66. Modem H$s S>mQ>m Q>́m§g{_eZ J{V H$mo {H$g _| ZmnVo h¢?

(A) Bit Per Minutes (B) Bit Per Second
(C) Band Width (D) All of the above

67. ........... So>Q>m H$mo {S>{OQ>b go EZmbm°J Am¡a EZmbm°J go
{S>{OQ>b {gJ«b _| H$ÝdQ©> H$aVm h¡&
(A) boZ (B) doZ (C) do~ noO (D) _m°S>o_

68. Analog to Digital ~XbZm ........... H$hbmVm h¡Ÿ&
(A) Hub (B) Demodulation
(C) Modulation (D) Converting

69. Digital to Analog ~XbZm ........... H$hbmVm h¡&
(A) Modulation (B) Demodulation
(C) Switching (D) Translation

70. {ZåZ{b{IV _| go H$m¡Z H$åß ỳQ>am| H$mo Qo>br\$moZ bmBZm| H$m à`moJ
H$a S>mQ>m A§V{aV H$aZo H$s AZw_{V XoVm h¡?
(A) Hw§$Or nQ>b (B) grnr`y
(C) _m°So>_ (D) {à§Q>a

B§Q>aZoQ> Ed§ B§Q>aZoQ> g{d©g àmodmBS>a
[Internet and Internent Service Provider]

71. B§Q>aZoQ> Š`m h¢?
(A) {d{^ÝZ ZoQ>dH©$ H$m EH$ {demb H$boŠeZ
(B) bmoH$b E{a`m ZoQ>dH©$ H$m EH$ B§Q>aH$ZoŠeZ
(C) EH$ {g§Jb ZoQ>dH©$
(D) Ho$db 2 ñWmZm| go Ow‹S>m ZoQ>dH©$

72. B§Q>aZoQ> na CnbãY gw{dYmE± h¢—
(A) E\$Q>rnr (B) B©-_ob
(C) B©-H$m°_g© (D) CnamoŠV g^r

73. nyao {díd Ho$ H$åß`yQ>amo H$mo OmoS>Zo dmbm ZoQ>dH©$ h¡—
(A) B§Q́>mZoQ> (B) B§Q>aZoQ> (C) Anm©ZoQ> (D) ZoQ>dH©$

74. Internet H$mo Š`m H$hm OmVm h¢?
(A) gyMZmAm| H$m gwna hmBdo (B) ZoQ>dH$m}§ H$m ZoQ>dH©$
(C) B§Q>aH$ZoŠQo>S> ZoQ>dH©$ (D) All of the Above

75. {díd H$m g~go ~‹S>m ZoQ>dH©$ h¢—
(A) Intranet (B) Internet
(C) Cable TV Network (D) Wi-Fi Network

76. AanmZoQ> H$m {dñVm{aV ê$n h¡—
(A) ES>dm§ñS> {agM© àmoOoŠQ> EO|gr ZoQ>dH©$
(B) AÛm{Ýg§J {agM© àmoOoŠQ> EO|gr ZoQ>d{Hª$J
(C) ES>dmñ§S> {agM© àmoOoŠQ> EO|gr ZoQ>d{Hª$J
(D) ES>dm§ñS> {agM© àmoJ«m_ EO|gr ZoQ>d{Hª$J

77. ^maV _| Internet H$m {dH$mg H$~ hþAm—
(A) 15 AJñV 1994 (B) 15 AJñV 1995
(C) 16 AJñV 1994 (D) 16 AJñV 1995

CÎma_mbm
53.(A) 54.(A) 55.(C) 56.(C) 57.(B) 58.(B) 59.(E) 60.(A) 61.(C) 62.(B)

63.(B) 64.(D) 65.(C) 66.(B) 67.(D) 68.(B) 69.(A) 70.(C) 71.(A) 72.(D)

73.(B) 74.(D) 75.(B) 76.(A) 77.(B)
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149. {ZåZ{b{IV _| go H$m¡Z-gm ~«mCOa Zht h¡?
[M.P.P.C.S. (PRE) 2017]

(A) Amonoam (B) JyJb Eoßg
(C) {ddmëS>r (D) _mo{Obm \$m`a\$m°Šg

150. dh gm°âQ>dò a Omo Cn`moJH$Vm© H$mo B§Q>aZoQ> g\©$ (ZoQ> {d§MaU)
H$aZo H$s AZw_{V XoVm h¡, H$hbmVm h¡—

[HSSC Auction Recorder test-2016]

(A) gM© B§OZ (B) B§Q>aZoQ> g{d©g àmodmBS>a (ISP)
(C) B§Q>aZoQ> g{\©$J àmodmBS>a (D) ~«mCOa

151. BZ_| go H$m¡Zgm EH$ do~ ~«mCOa Zht h¡?
[SSC 10+2 (CHSL) 27.01.17, 10 am]

(A) H«$mo_ (B) \$m`a\$m°Šg
(C) g\$mar (D) {bZŠg

152. "EëQ>m {dñQ>m' h¡ EH$— [SSC CHSL-2011]

(A) àmoJ«m_ (B) gm°âQ>dò a
(C) ~«mCOa (D) gM© B§OZ

153. \$m`a\$m°Šg do~ ~«mCOa {H$gHo$ Ûmam {dH${gV {H$`m J`m Wm?
[UPPCL (TG-II) 24-01-2019 (Evening)]

(A) Eßnb (B) _mBH«$mogm°âQ>
(C) _mo{Obm H$manmoaoeZ (D) JyJb

154. Xw{Z`m Ho$ g~go nhbm do~ ~«mCOa H$m Zm_ Wm Am¡a Bgo Ûmam
{dH${gV {H$`m J`m Wm& [UPPCL (TG-2) 25-01-2019 (Morning)]

(A) Jmo\$a, {~b JoQ²>g
(B) dëS©> dmBS> do~, Q>r_ ~Zg©-br
(C) Jmo\$a, Q>r_ ~Z©g©-br
(D) dëS©> dmBS> do~, {~b JoQ²>g

155. {ZåZ{b{IV _| go H$m¡Z EH$ B§Q>aZoQ> ~«mCOa h¡?
[Raj. Police 07.11.2020 Shift-1st]

(A) Amonoam (B) {Q§>S>a (C) {nH$mgm (D) {nbH$a
156. H«$mo_ ~«mCOa (Chrome Browser) _| Xm±̀ o go ~m±̀ r Amoa àË`oH$

Iwbo Q¡>~ _| OmZo Ho$ {bE, {ZåZ{b{IV _| go {H$g H$s-~moS©>
em°Q©>H$Q H$m Cn`moJ {H$`m OmVm h¡?>
(A)  Alt + Tab (B) Ctrl + Shift + Tab
(C)  Alt + L (D) Ctrl + L

157. JyJb Zo {H$g do~ ~«mCOa H$mo {dH${gV {H$`m Wm?
[MPPSC (Pre.) G.S. Il Paper 2016]

(A) B§Q>aZoQ> EŠgßbmoaa (B) \$m`a\$m°Šg
(C) {g\$mar (D) H«$mo_

158. B§Q>aZoQ> EŠgßbmoaa h¡, EH$— [RRB JE (Shift-II) 29.05.2015]

(A) do~ ~«mCOa
(B) do~ gM© B§OZ
(C) hmBnaQo>ŠñQ> Q́>m§g\$a àmoQ>moH$m°b
(D) BZ_| go H$moB© Zht

159. {Zåb{b{IV _| go H$m¡Z gm EH$ B§Q>aZoQ> ~«mCOa Zht h¡?
[Raj. Police 06.11.2020 Shift-1]

(A) _mBH«$mogm°âQ> EoO (B) {Q§>S>a
(C) _mo{Obm \$m`a\$m°Šg (D) BÝQ>aZoQ> EŠgßbmoaa

160. JyJb Zo {H$g do~ ~«mCOa H$mo {dH${gV {H$`m Wm?
[M.P.P.C.S. (PRE) 2016]

(A) B§Q>aZoQ> EŠgßbmoaa (B) \$m`a\$m°Šg
(C) g\$mar (D) H«$mo_

161. do~ ~«mCOa Am¡a CZHo$ {dH«o$VmAmo§ Ho$ g§X^© _| {XE JE {dH$ënm|
_| go H$m¡Z gm {dH$ën, gyMr-1 Ho$ nXm| H$m gyMr-2 Ho$ _Xm| Ho$
gmW g~go AÀN>m {_bmZ H$aVm h¡?
gyMr-1 gyMr-2
(i) B§Q>aZoQ> EŠgßbmoaa (a) _mo{O„m \$mC§So>eZ
(ii) \$m`a\$m°Šg (b) _mBH«$mogm°âQ>
(iii) gr_§H$s (c) Eßnb
(A) (i)-(a), (ii)-(c), (iii)-(b)
(B) (i)-(b), (ii)-(c), (iii)-(a)
(C) (i)-(a), (ii)-(b), (iii)-(c)
(D) (i)-(b), (ii)-(a), (iii)-(c)

162. do~gmBQ> H$m _w»` n¥ð> H$hbmVm h¡—
(A) àW_ n¥ð> (B) Oramo n¥ð> (C) gM© n¥ð> (D) hmo_ n¥ð>

163. {díd H$m g~go nwamZm do~ ~«mCOa H$m¡Z-gm h¡?
[RRB NTPC 12-04-2016 (Shift-1) Stage 1]

(A) dëS>© dmBS> do~ (B) _m¡OoH$
(C) Amonoam (D) ZoQ>ñHo$n

164. B§Q>aZoQ> go gyMZm boZo Ho$ {bE {H$g EßbrHo$eZ H$m à`moJ {H$`m
OmVm h¡? [S.S.C. g§̀ wº$ hm`a goH$ÊS>ar (10+2) ñVar` narjm, 2014]

(A) Am°nao{Q§>J {gñQ>_ (B) do~ ~«mCOa
(C) _mBH«$mogm°âQ> dS©> (D) {gñQ>_ gm°âQ>dò a

165. {ZåZ{b{IV _| go H$m¡Z EH$ do~ ~«mCOa h¡?
[Raj. Police  08.11.2020 Shift-1]

(A) S>́m°n~m°Šg (B) {d§S>moµO (C) g\$mar (D) \o$g~wH$
166. BZ_| go H$m¡Zgm gM© B§OZ Zht h¡?

[UPPCL Stenographer Exam-18.02.2018]
(A) Amonoam (B) S>H$ S>H$ Jmo
(C) JyJb (D) {~§J

167. JyJb H«$mo_ h¡— [RRB JE (Shift-2) 29.08.2018]

(A) EßbrHo$eZ bò a àmoQ>moH$m°b (B) do~ gM© B§OZ
(C) do~ ~«mCOa (D) do~ S>mQ>m ñQ>moa

168. {ZåZ{b{IV _| go H$m¡Z-gm _mBH«$mogm°âQ> Ûmam ~Zm`o JE do~
~«mCOa H$m EH$ CXmhaU h¡?

[UPPCL Office Assistant-III 17-10-2018 (Morning)]
(A) Chrome (B) Edge
(C) Safari (D) Firefox

169. àW_ J«m{\$H$b `yµOa B§Q>a\o$g Ho$ gmW CnbãY do~ ~«mCOa
Wm— [RSMSSB LDC Exam-9.9.2018]

(A) Amonoam (B) H«$mo_
(C) EadmBO (D) \$m`a\$m°Šg

CÎma_mbm
149.(B) 150.(D) 151.(D) 152.(C) 153.(C) 154.(B) 155.(A) 156.(B) 157.(D) 158.(A) 159.(B)

160.(D) 161.(B) 162.(D) 163.(A) 164.(B) 165.(C) 166.(A) 167.(C) 168.(B) 169.(C)
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462.B©-~¡{H§$J Ho$ g§X ©̂ _| OTP H$m VmËn`© h¡—
[Junior Accountant-2016]

(A) Once Through Password
(B) One Time Password
(C) Only Testing Protocol
(D) One Time Protocol

463.BÝQ>aZoQ> h¡— [Accountant-2015]
(A) do~gmBQ> (B) hmoñQ>
(C) gd©a (D) ZoQ>dH©$ Am°\$ ZoQ>dH©$

464. ISP go Š`m Amím` h¡— [Junion Accountant-2015]
(A) Internet System Protocol
(B) Internet Service Provider
(C) Internal System Program
(D) BZ_| go H$moB© Zhr

465.dh B§Q>aZoQ> ES´o>g Omo amoOmZm ~XbVm Zht  h¡, H$hbmVm h¡—
[Junion Accountant-2015]

(A) S>m`Zo{_H$ AmB©.nr. ES¡́>g (B) ñQ¡>{Q>H$ AmB©.nr. ES¡́>g
(C) `y{ZH$ AmB©.nr.EŚ¡>g (D) BZ_| go H$moB© Zhr

466.{ZåZ _| go H$m¡Z B§Q>aZoQ> H$ZoŠeZ H$s VrZ ~o{gH$ loUr _| Zht
AmVm h¡? [Junion Accountant-2015]
(A) S>m`aoŠQ> g¡Qo>bmBQ> (B) S>m`b-An
(C) ~«m°S>~¢S> (D) S>m`aoŠQ>-H$ZoŠeZ

467. <http://www.google.co.in> _| {ZåZ _| go H$m¡Z àmoQ>moH$m°b
h¡? [Junion Accountant-2015]
(A) .co (B) .in (C) www (D) http

468. ................ EH$ n{a^mfm h¡ Omo do~gmBQ> go Ad¡Y ê$n go _ydr
S>mCZbmoS> H$aZo Ho$ {bE {X`m OmVm h¡Ÿ&

[Patwar Mains 2015]
(A) n¡{aQ>r (B) ßbJBA{añ_
(C) nm`aogr (D) àmBdogr

469.EH$ {S>OrQ>b hñVmja h¡— [Patwar Mains 2015]
(A) EH$ {~Q> ûm¥§Ibm, Omo {H$ gånH$u H$m Zm_ h¢
(B) EH$ àofH$ H$m EH$ {d{eï> nhMmZ
(C) EH$ à_mUrH¥$V BboŠQ>́m°{ZH$ {aH$m°S©> (A{ÛVr` Hw$Or Ho$ gmW),

Omo {H$ Ho$db EH$ àofH$ OmZVm h¡&
(D) EH$ àofH$ H$m EH$ _w{ÐV hñVmja

470. Wi-Fi H$m {dñVma ê$n h¡— [Patwar Pre-2015]
(A) dm`ab¡g âbmo (B) dm`ab¡g \$sS>r{bQ>r
(C) dmBS> \$sS>r{bQ>r (D) Cn ẁ©ŠV g^r

471. ZoQ>dH©$ _| H$ÝO¡eZ K{Q>V hmoVm h¡— [Patwar Pre-2015]
(A) O~ {gñQ>_ Q>{_©ZoQ> hmoVm h¡Ÿ&
(B) O~ Xmo ZomS> Ho$ ~rM H$ZoŠeZ Q>{_©ZoQ> hmoVm h¡Ÿ&
(C) Q́>¡{\$H$ (`mVm`mV) AmodabmoqS>J H$s pñW{V _|
(D) Cëbo{IV _| H$moB© Zht

472. ãbyQy>W EH$ CXmhaU h¡— [Patwar Pre-2015]
(A) ì`pŠVJV joÌ ZoQ>dH©$ (ng©Zb E[a`m ZoQ>dH©$)

(B) ñWmZr` joÌ ZoQ>dH©$ (bmoH$b E[a`m ZoQ>dH©$)
(C) dMw©Ab àmBdoQ> ZoQ>dH©$
(D) Cëbo{IV _| H$moB© Zht

473. {S>{OQ>b {g½ZoMa h¡— [Patwar Pre-2015]
(A) H$åß`yQ>a na ñH¡$Z {H$`o hþE hñVmja ({g½ZoMa)
(B) hñVmja ({g½ZoMa) H$a nhMmZZo dmbm AZwà`moJ
(C) npãbH$ H$s Hw§$Or BZH«$ßeZ
(D) goÝS>a H$m H$moS> Zå~a

474. dh gmYZ {Oggo B§Q>aZoQ> Ho$ Ûmam Xygao H$åß`yQ>g© Ho$ ~rM S>mQ>m
Ed§ \$mBëg H$m ñWmZmÝVaU {H$`m Om gH$Vm h¡—
(A) TCP (B) FTP [Patwar Pre-2015]

(C) Amdu (D) Jmo\$a
475. grH«o$Q> H$s BÝH«$ßeZ Ho$ ê$n _| ^r OmZm OmVm h¡—

(A) àmBdoQ> BÝH«$ßeZ (B) grH«o$Q> BÝH«$ßeZ
(C) {g_¡{Q́>H$ BÝH«$ßeZ (D) A{g_¡{Q́>H$

476. ................ 255.255.0.0 {S>\$mëQ> g~ZoQ> _mñH$  h¡&
[Junior Accountant-Re-Exam 2015]

(A) Class A (B) Class B (C) Class C (D) Class D
477.dëS©> dmBS> do~ noOoO Ho$ {Z_m©U _| àm`: {ZåZ _| go {H$g ^mfm

H$m à`moJ {H$`m OmVm h¡? [Accountant-2015]
(A) URL (B) IRC (C) NIH (D) HTML

478.{ZåZ _| go H$m¡Zgm B©-_ob H$m ñnoeb àmoQ>moH$m°b h¡?
[Junior Accountant-2015]

(A) SMTP (B) FTP
(C) TCP/IP (D) HTTP

479. {d{S>̀ mo H$m°Ý\«|$qgJ Bg_| go {H$gHo$ g_mZ h¡? [Raj. IA 2008]

(A) Am°{S>̀ mo H$m°Ý\«o$qgJ
(B) b¢S> bmBZ H$m°Ý\«o$qgJ Am°Z bmoH$b ~r.Eg.EZ.Eb. \$moÝg
(C) [aH$mo{S>©S> Q>obr{dOZ Q́>m§g{_eZ
(D) {d{S>`mo Q>obrH$m°Ý\«o$qgJ

480. Audio Ed§ Video Compression_| Q>_© RGB H$m AW© h¡—
(A) Red, Blue, Green
(B) Red, Black and Grey
(C) Red, Bit and Giga Bit
(D) Red, Bluish and Greyish

481. {H$gr ^r audio/video go nhbo signals B§Q>aZoQ> na ^oOo OmVo
h¢, CÝh| ...... H$aZo H$s Amdí`H$Vm hmoVr h¡—
(A) Channelized (B) Managed
(C) Digitized (D) Organised

482. {d{S>`mo H$m°Ý\«|$qgJ H$m à`moJ hmoVm h¡ / Video Conferencing
is used in—
(A) Business (B) Education
(C) Health (D) All of the above

483. Video Conferencing hoVw à`wŠV hmoVm h¡—
(A) Skype (B) We-Chat
(C) Zoom (D) All of the above

CÎma_mbm
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473.(C) 474.(B) 475.(A) 476.(B) 477.(D) 478.(A) 479.(C) 480.(A) 481.(C) 482.(D) 483.(D)
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 1. {ZåZ{b{IV _| go H$m¡Zgm àmoQ>moH$m°b {H$gr dH©$ñQ>oeZ H$mo Cn`moJr
VarHo$ go gd©a hmoñQ> na _ob S>́m°n H$mo J{Verb ê$n go EŠgog
H$aZo XoVm h¡? [Delhi Police, 16-12-2020, I-Shift]
(A) SNMP (B) ICMP (C) DHCP (D) POP3

 2. B§Q>aZoQ> na, ........ H$m à`moJ URL H$mo IP EŚ>og _| n[ad{V©V
H$aZo Ho$ {bE {H$`m OmVm h¡&

[Delhi Police, 16-12-2020, I-Shift]

(A) Domain Name Session (S>mo_oZ Zo_ goeZ)
(B) Domail Name System (S>mo_ob Zo_ {gñQ>_)
(C) Domain Name System (S>mo_oZ Zo_ {gñQ>_)
(D) Donaim Name System (S>moZo_ Zo_ {gñQ>_)

 3. {ZåZ _| go H$m¡Zgm EH$ Am°ZbmBZ M¡Q> gm°âQ>dò a Zht h¡?
[Delhi Police, 16-12-2020, I-Shift]

(A) B§Q>aZoQ> [abo M¡Q> (Internet Relay Chat)
(B) JyJb Q>m°H$ (Google Talk)
(C) ñb¡H$ (Slack)
(D) ES>ãë`yEg (AWS)

 4. B§ñQ>|Q> _¡goqOJ (IM) godmE± {ZåZ{b{IV _| go {H$g loUr H$s
godmAm| _| AmVr h¢? [Delhi Police, 16-12-2020, II-Shift]

(A) do~ godmE± (B) dëS>© dmBS> do~
(C) gyMZm nwZ: àmpßV (D) g§Mma

 5. Email Ho$ gÝX^© _| {ZåZ{b{IV _| go H$m¡Zgm H$WZ AgË` h¡?
[Delhi Police, 16-12-2020, II-Shift]

(A) B©-_ob EH$ Am°ZbmB©Z _¡goO {S>bodar {gñQ>_ h¡&
(B) Gmail EH$ \«$s do~ ~oñS> B©-_ob g{d©g h¡&
(C) Xþ{Z`m H$m àË òH$ E-mail EŚ>og `y{ZH$ (unique) hmoVm h¡&
(D) E-mail EŚ>og H$m first part S>mo_oZ Zo_ hmoVm h¡&

 6. {ZåZ{b{IV _| go H$m¡Z gm àVrH$ {H$gr B©-_ob ES>́og Ho$ Xmo
{hñgm| H$mo AbJ H$aVm h¡? [Delhi Police, 16-12-2020, II-Shift]

(A) * (B) $
(C) @ (D) &

 7. ......... B§Q>aZoQ> na EH$ gyMZm ñWmZ h¡ {Og_| S>m°Š ỳ_|Q> Am¡a
AÝ` g§gmYZ g§J«{hV {H$E OmVo h¢&

[Delhi Police, 14-12-2020, I-Shift]

(A) World Wide Web (dS>© dmBS> do~)
(B) Protocol (àmoQ>moH$m°b)
(C) File Explorer (\$mBb EŠgßbmoaa)
(D) Web browser (do~ ~«mCOa)

 8. B§Q>aZoQ> àmoQ>moH$m°b Ho$ g§X^© _| TCP/IP H$m nyU© ê$n Š`m h¡?
[Delhi Police, 14-12-2020, I-Shift]

(A) Transmission Control Protocol and Internet
Protocol (Q́>m§g{_eZ H§$Q́>mob àmoQ>moH$m°b E§S> B§Q>́mZoQ> àmoQ>moH$m°b)

(B) Transmission Control Protocol and International
Protocol (Q́>m§g{_eZ H§$Q́>mob àmoQ>moH$myb E§S> B§Q>aZoeZb àmoQ>moH$m°b)

(C) Transmission Control Protocol and Internet
Protocol (Q́>m§g{_eZ H§$Q́>mob àmoQ>moH$m°b E§S> B§Q>aZoQ> àmoQ>moH$m°b)

(D) Transfer Control Protocol and Internet Protocol
(Q́>m§g\$a H§$Q>́mob àmoQ>moH$m°b E§S> B§Q>aZoQ> àmoQ>moH$m°b)

 9. EH$ gd©a go Xÿgao gd©a na _ogoO ôOZo Ho$ {bE ~hþV gr B©-_ob
àUm{b`m± ......... àmoQ>moH$m°b H$m à`moJ H$aVr h¢&

[Delhi Police, 14-12-2020, I-Shift]
(A) HTTP (B) ARP
(C) ICMP (D) SMTP

10. B§Q>aZoQ> Ho$ g§~§Y _|, g§{jßV Zm_ 'ISP' H$m nyU© ê$n Š`m h¡?
[Delhi Police, 14-12-2020, II-Shift]

(A) Internal Service Provider (B§Q>aZb g{d©g àmodmBS>a)
(B) Intranet Service Provider (B§Q́>mZoQ> g{d©g àmodmBS>a)
(C) International Service Provider (B§Q>aZoeZb g{d©g àmodmBS>a)
(D) Internet Service Provider (B§Q>aZoQ> g{d©g àmodmBS>a)[D]

11. B§Q>aZoQ> Ho$ g§X^© Ho$ g§X ©̂ _|, ....... EH$ gM© B§OZ Zht h¡&
[Delhi Police, 14-12-2020, II-Shift]

(A) www.google.com (B) www.bing.com
(C) www.somaiya.com (D) www.yahoo.com

12. dëS>© dmBS> do~ H$s ewéAmV {H$g df© go hþB©?
[Delhi Police, 14-12-2020, II-Shift]

(A) 1959 (B) 1989 (C) 1969 (D) 1979
13. {ZåZ{b{IV _| go H$m¡Zgm H$åß`yQ>a ZoQ>dH©$ H$m World Wide

{gñQ>_ h¡ [Delhi Police, 14-12-2020, II-Shift]

(A) BÝQ>́mZoQ> (B) do~gmBQ>
(C) do~noO (D) BÝQ>aZoQ>

14. E-mail ^oOZo Ho$ {bE {ZåZ{b{IV _| go Š`m A{Zdm`© h¡?
[Delhi Police, 11-12-2020, I-Shift]

(A) Attachment (B) Subject
(C) àofH$ H$s mail ID (D) Body

15. {ZåZ àmoQ>moH$m°ëg H$m CZHo$ {ddaUm| Ho$ gmW {_bmZ H$a|&
1. http A. BgH$m à`moJ TCP/IP H$ZoŠeZ na bm°{JZ H$aZo

Ho$ {bE {H$`m OmVm h¡&
2. FTP B. Bg àmoQ>moH$m°b H$m à`moJ B§Q>aZoQ> _| Am¡a {ZOr

ZoQ>dŠg© Ho$ A§Xa \$mBbm| Ho$ ñWmZm§VaU Ho$ {bE {H$`m
OmVm h¡&

3. telnet C. `h {dV[aV Am¡a gh`moJr hmBna_r{S>`m gyMZm
àUmbr Ho$ {bE à`moJ {H$`m OmZo dmbm EßbrHo$eZ
àmoQ>moH$m°b h¡& [Delhi Police, 11-12-2020, I-Shift]

(A) 1-B, 2-A, 3-C (B) 1-A, 2-B, 3-C
(C) 1-A, 2-C, 3-B (D) 1-C, 2-B, 3-A

{Xëbr nw{bg _| {dJV ^Vr© narjmAmo§ _| nyN>o JE àíZ

CÎma_mbm
1.(D) 2.(C) 3.(D) 4.(D) 5.(D) 6.(C) 7.(A) 8.(C) 9.(D) 10.(D)

11.(C) 12.(B) 13.(D) 14.(C) 15.(D)
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33. do~ ~«mCµOa Am¡a CZHo$ {dH«o$VmAm| Ho$ g§X ©̂ _| {XE JE {dH$ënm|
_| go H$m¡Z gm {dH$ën gyMr-1 Ho$ _Xmo H$m gyMr-2 Ho$ _Xm| Ho$
gmW g~go AÀN>m {_bmZ H$aVm h¡?

[Delhi Police, 27-11-2020, I-Shift]

 gyMr- 1 gyMr-2
(i) BÝQ>aZoQ> EŠßbmoaa (a) _mo{µO„m \$mC§S>oeZ
(ii) gµ\$mar (b) _mBH«$mogm°âQ>
(iii) gr _§H$s (c) Eßnb
(A) (i)-(a), (ii)-(c), (iii)-(b)
(B) (i)-(b), (ii)-(c), (iii)-(a)
(C) (i)-(a), (ii)-(b), (iii)-(c)
(D) (i)-(b), (ii)-(a), (iii)-(c)

34. {ZåZ{b{IV _| go H$m¡Zgm, EH$ d¡Y B©-_ob ES>́og Zht h¡?
[Delhi Police, 27-11-2020, I-Shift]

(A) email@domain.com
(B) 123456890@domain.cpm
(C) email.@domain.com
(D) ...........@domain.com

35. HTTPS eãX H$m EH$ AW© (nyU© Zm_) h¡?
[Delhi Police, 27-11-2020, II-Shift]

(A) hmBna Q>oŠñQ> Q́>m§g\$a àmoQ>moH$m°b {gŠ`moa
(B) hmBna Q>oŠñQ> Q́>m§gboeZ àmoQ>moH$m°b g{d©g
(C) hmBna Q>oŠñQ> Q́>m§g\$a àmoQ>moH$m°b g{d©g
(D) hmBna Q>oŠñQ> Q́>m§gboeZ àmoQ>moH$m°b {gŠ`moa

36. B§Q>aZoQ> go Ow‹S>o àË`oH$ H$åß`yQ>a _| EH$ ... hmoZm Mm{hE—
[Delhi Police, 27-11-2020, II-Shift]

(A) LED display (B) tertiary memory
(C) IP address (D) switch

37. B©-_ob AmB©.S>r. _| {ZåZ{b{IV _| go {H$gH$s Jw§OmBe
(_mÝ`Vm) Zht hmoVr h¡? [Delhi Police, 27-11-2020, II-Shift]

(A) S>m°Q> (.) (B) g§»`mË_H$ A§H$
(C) ~‹S>o (Ho${nQ>b) Aja (D) [aº$ ñWmZ

38. {ZåZ{b{IV _| go Š`m EH$ gM© B§OZ Zht h¡?
[Delhi Police, 27-11-2020, III-Shift]

(A) AmñH$ (B) `mhÿ
(C) g\$mar (D) {~J

39. {ZåZ{b{IV _| go H$m¡Z go B§Q>aZoQ> H$s EH$ {deofVm Zht h¡?
[Delhi Police, 27-11-2020, III-Shift]

(A) A{^Jå`Vm (B) Cn`moJ _| AmgmZr
(C) g§Mma H$m bMrbmnZ (D) CÀM bmJV

40. B©-_ob hoS>a _| nmB© OmZo dmbr EH$ \$sëS>, CC H$m nyU© ê$n
{ZåZ{b{IV _| go H$m¡Zgm h¡?

[Delhi Police, 27-11-2020, III-Shift]

(A) H¡$aoŠQ>a H$m°nr (B) H§$Q́>mob H$m°nr
(C) H$m°pÝQ>ZwAg H$m°nr (D) H$m~©Z H$m°nr

41. POP, EH$ B©-_ob g§~§{YV àmoQ>moH$m°b h¡& POP H$m nyU© ê$n
Š`m h¡? [Delhi Police, 02-12-2020, II-Shift]

(A) nmoñQ> Am°{\$g àmoJo«g
(B) nm{e©̀ b Am°S>©a àmoJ«m_
(C) nm{e©̀ b Am°S>©a àmoQ>moH$m°b
(D) nmoñQ> Am°{\$g àmoQ>moH$m°b

42. hmo_ noO, {H$g do~gmBQ> H$m ...... noO hmoVm h¡—
[Delhi Police, 02-12-2020, II-Shift]

(A) nhbm (B) Ho$ ~mao _|
(C) A§{V_ (D) _Ü`

43. H«$mo_ ~«mCµOa _| XmB© Am¡a àË`oH$ Iwbo Q>¡~ _| OmZo Ho$ {bE,
{ZåZ{b{IV _| go {H$g H$s-~moS>© em°Q>©H$Q> H$m Cn`moJ {H$`m
OmVm h¡? [Delhi Police, 02-12-2020, II-Shift]

(A) Alt + Tab (B) Ctrl + N
(C) Alt + N (D) Ctrl + Tab

44. H«$mo_ ~«mCµOa (Chrome Browser) _| BZH$m°J{ZQ>mo (àmBdoQ>)
_moS> _| EH$ ZB© qdS>m| ImobZo Ho$ {bE, {ZåZ{b{IV _| go {H$g
H$s-~moS>© em°Q>©H$Q> H$m Cn`moJ {H$`m OmVm h¡?

[Delhi Police, 02-12-2020, III-Shift]
(A) Ctrl + N (B) Ctrl + Shift + N
(C) Alt + Ctrl + N (D) Ctrl + P

45. POP3 EH$ B©-_ob g§~§{YV àmoQ>moH$m°b h¡& POP3 _|
g§»`mË_H$ _mZ '3' Š`m Xem©Vm h¡?

[Delhi Police, 02-12-2020, III-Shift]

(A) POP H$m h¡S>a AmH$ma
(B) POP _| H$a¡ŠQ>am| H$s g§»`m
(C) POP _| H$moS> H$s g§»`m
(D) POP H$m g§ñH$aU

46. {ZåZ{b{IV _| go H$m¡Z gm EH$ do~ gM© B§OZ Zhr h¡?
[Delhi Police, 02-12-2020, III-Shift]

(A) q~J (B) JyJb
(C) g\$mar (D) ~m`Qw>

47. IMAP EH$ email g§~§{YV àmoQ>moH$m°b h¡& IMAP H$m nyU© ê$n
Š`m h¡? [Delhi Police, 03-12-2020, II-Shift]

(A) B§Q>aZoQ> _r{S>̀ m EŠgog àmoQ>moH$m°b
(B) B§Q́>mZoQ> _r{S>`m EŠgog àmoQ>moH$m°b
(C) B§Q>aZoQ> _¡goO EŠgog àmoQ>moH$m°b
(D) B§Q́>mZoQ> _¡gogO EŠgog àmoQ>moH$m°b

48. H«$mo_ ~«mCµOa _| ~mB© Am¡a àË`oH$ Iwbo Q>¡~ _| OmZo Ho$ {bE,
{ZåZ{b{IV _| go {H$g H$s-~moS>© em°Q>©H$Q> H$m Cn`moJ {H$`m
OmVm h¡? [Delhi Police, 03-12-2020, II-Shift]

(A) Alt + Tab (B) Ctrl + Shift + Tab
(C) Alt + L (D) Ctrl + L

CÎma_mbm
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amhþb `mXd
Delhi Police

Bg nwñVH$ H$m H$ÝQ>oÝQ> nyU©V`m {X„r 
nw{bg narjm H$mo Ü`mZ _| aIVo hþE V¡`ma 
{H$`m J`m h¡, nwñVH$ _| àË`oH$ AÜ`m` H$m 
{MÌmË_H$ {Zê$nU AË`ÝV é{MH$a h¡&

Xj H$åß`yQ>a ~wH$ H$s H$hmZr, OmZo Selected {dÚm{W©`m| H$s Ow~mZr

{dH$mg `mXd
Delhi Police

{X„r nw{bg Am`mo{OV narjm _| àmßV hþB© 
_oar g\$bVm _| Xj H$åß`yQ>a nwñVH$ H$m 
A{V_hÎdnyU© `moJXmZ h¡& Bg nwñVH$ H$mo 
n‹T>H$a g^r em°Q>© H$Q> H$sO, n[a^mfmE± 
AmgmZr go g_P AmVr h¡&

a_oe BVH$Z
Delhi Police

à{V`moJr narjm{W©`m| hoVw H$åß`yQ>a {df` 
H$s Y_}ÝÐ `mXd Ho$ _mJ©Xe©Z _| {b{IV 
Xj H$åß`yQ>a ~wŠg Zo ~hþV hr ~ohVarZ 
n[aUm_ {XE h¡& `h nwñVH$ H$åß`yQ>a H$m 
JmJa _| gmJa h¡&

nyZ_ e_m©
Delhi Police

{X„r nw{bg hoVw H$åß`yQ>a H$m H$ÝQ>oÝQ> lr 

Y_}ÝÐ `mXd Ho$ _mJ©Xe©Z _o§ {b{IV Bg 

nwñVH$ _| ~hþV hr emZXma h¡, Aä`mg hoVw 

àíZm| H$s g§»`m ~hþV AÀN>r Xr JB© h¡& nwñVH$ 

_| Previous Year Questions g_m{hV h¡&

gwaoÝÐ qgh V§da
Delhi Police

Bg nwñVH$ _| H$åß`yQ>a {df` H$s 
_hËdnyU© Q>_©bm°Or H$mo {hÝXr Ho$ gmW-
gmW A§J«oOr ^mfm _| ^r {X`m J`m h¡, Omo 
{dÚm{W©`m| hoVw A{VCn`moJr h¡& Bg_| 
nwamZo gmbmo§ Ho$ g^r nyN>o JE àíZ em{_b 
{H$E JE h¡ Omo gmoZo no 
gwhmJm h¡&

amhþb n§dma
Delhi Police

nwñVH$ H$s {df`dñVw H«$_~Õ Ed§ é{MH$a 
hmoZo Ho$ gmW-gmW àË`oH$ Q>m°{nH$ Ho$ 
~hþ{dH$ënr` àíZmo H$m ^r dJuH$aU Bg 
nwñVH$ _| {X`m J`m h¡ Bg nwñVH$ H$mo n‹T>H$a 
{dÚmWu {X„r nw{bg narjm 2023 _| 
{ZpíMV ê$n go g\$bVm àmßV H$a gH|$Jo&

Xj àH$meZ H$s H$åß`yQ>a nwñVH$ _| 
Content gmaJ{^©V h¡ {X„r nw{bg Ho$ 
{gbo~g _| em{_b dS>©, EŠgob H$mo Bg 
nwñVH$ _| S>m`J«m_o{Q>H$br g_Pm`m J`m 
h¡&

JmoHw$b M§X
Delhi Police

Bg nwñVH$ H$s ^mfm e¡br AË`ÝV gab 
Ed§ ê${MH$a h¡, `h nwñVH$ n‹T>H$a Non-

Computer Background H$m {dÚmWu 
^r H$åß`yQ>a H$mo AmgmZr go g_P boJm& 
nwñVH$ ~hþV hr àmé{nV VarHo$ go {bIr 
JB© h¡& g^r {dÚmWu Bgo Adí` n‹T>o&

`moJoe Hw$_ma ~¡adm
Delhi Police
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