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81. E_.Eg. EŠgob _| n§pŠV`m| H$s g§»`m ~am~a h¡—
(A) 75536 (B) 65536
(C) 56536 (D) 56563 [B]

ì`m»`m—M.S. Excel EH$ ñàoS>erQ> àH$ma H$m EßbrH$eoZ gm°âQ>dò a
h¡& Excel H$m à`moJ {d{^Þ àH$ma H$s gm§p»`H$s Ed§ JUZm gå~ÝYr
H$m ©̀ H$aZo hoVw hmoVm h¡&
Microsoft EŠgob _| H$moB© ^r S>mQ>m Row Ed§ Column _| ì`dpñWV
hmoVm h¡& Row Ed§ Column {_bH$a cell ~ZmVo h¢ Ed§ cells
H$m g_yh dH©$erQ> H$hbmVm h¡ AWm©V² Row Ed§ Column {_bH$a
ñàoS>erQ> `m dH©$erQ> H$m {Z_m©U H$aVr h¡&
MS Excel _| Row Ed§ Column H$s g§»`m—
EŠgob dO©Z Row Column
MS Excel 2010 10,48,576 16,384
MS Excel 2007 10,48,576 16,384
MS Excel 2003 65,536 256
ZmoQ>…—dV©_mZ _| `yOa MS-Excel 2010 Ho$ AZwgma _mZH$a H$m`©
H$aVo h¢&

82. IPv4-EŚ>og H$m AmH$ma hmoVm h¡—
(A) 8 {~Q²>g (B) 32 {~Q²>g
(C) 64 {~Q²>g (D) 128 {~Q²>g [B]

ì`m»`m—IP H$m nyam Zm_ Internet Protocol hmoVm h¡& B§Q>aZoQ>
àmoQ>moH$m°b Ho$ Xmo g§ñH$aU à`wŠV {H$E OmVo h¢&  IPv4, IPv6
{OZH$m {ddaU {ZåZmZwgma h¡—
IPv4—32 {~Q²>g H$m hmoVm h¡, Bg_| Ho$db A§H$m| H$m à`moJ {H$`m
OmVm h¡, ESó>g H$mo S>m°Q> (.) Ho$ Ûmam AbJ {H$`m OmVm h¡&
Bg ES>́og _| 0 go 255 VH$ Ho$ 4 A§H$ hmoVo h¢Ÿ&
O¡go— 1.2.3.4

01.102.103.104
IPv6—128 {~Q²>g H$m hmoVm h¡, Bg_| Ho$db A§H$m| Ho$ gmW A§J«oOr
^mfm Ho$ Ajamo H$m ^r à`moJ {H$`m OmVm h¡, ESo>́g H$mo H$m°bZ (:)
Ho$ Ûmam AbJ {H$`m OmVm h¡&
Bg_| Mma hoŠgmS>ogr_b A§H$m| Ho$ AmR> goQ> hmoVo h¢Ÿ&
O¡go—3FFE:F200:0234:AB00:0123:4567:8901:ABCD

83. àW_ àñVm{dV do~ ~«mCOa h¡—
(A) _moOoH$ (B) B§Q>aZoQ> EŠgßbmoaa
(C) ZoQ>ñHo$n (D) H«$mo_ [A]

ì`m»`m—do~ ~«mCOa B§Q>aZoQ> go g~§{YV EH$ EßbrHo$eZ gm°âQ>dò a
h¡, Omo {H$ B§Q>aZoQ> Ho$ _mÜ`_ go dëS©> dmBS> do~ na CnbãY do~gmBQ>
H$s gyMZmAm| H$mo `yOa Ho$ H$åß`yQ>a _| àX{e©V H$aVm h¡&

do~ ~«mCOa H$m à`moJ do~ noOm| H$mo XoIZo Ed§ dëS>© dmBS> do~ H$mo
Zo{dJoQ> (Navigate) H$aZo AWm©V² Web _| Visit H$aZo hoVw hmoVm h¡Ÿ&
`yOa B§Q>aZoQ> H$m à`moJ do~ ~«mCOa Ho$ _mÜ`_ go hr H$aVm h¡Ÿ&
{díd H$m g~go nhbm do~ ~«mCOa `m g~go nhbm Qo>ŠñQ> do~
~«mCOa dëS©> dmBS >do~ Wm Omo {H$ {Q>_ ~Z©g br Ho$ Ûmam 1990 _|
~Zm`m J`m&
nhbm J«m{\$H$b ỳOa B§Q>a\o$g Ho$ gmW CnbãY do~ ~«mCOa Erwise
(E{d©g) WmŸ& BgHo$ níMmV² 1993 _| _mH©$ E§S>agZ Ûmam Mosaic
(_moOmBH$/_moOoH$) Zm_H$ do~ ~«mCOa ~Zm`m J`m Omo {H$ Xw{Z`m
H$m nhbm bmoH${à` B§Q>aZoQ> ~«mCOa ~Z J`mŸ&
do~ ~«mCOa Ho$ CXmhaU—B§Q>aZoQ> EŠgßbmoaa, ZoQ>ñHo$n Zo{dJoQ>a,
JyJb H«$mo_, _m°{Obm \$m`a\$m°Šg, {ddmëS>r, `ygr ~«mCOa g\$mar,
Amonoam, _mBH«$mogm°âQ> EO Am{X& {d{^Þ web browsers H$s
{d{Z_m©Vm H$ån{Z`m± {ZåZmZwgma h¢—
 Google Chrome Google
 Mozilla Firefox Mozilla Corporation
 Internet Explorer Microsoft Corporation
 Opera Norwegian

84. EH$ àoOoÝQ>oeZ _| ñbmBS>g H$mo àñVwV H$aZo Ho$ {bE à`moJ _| bmE
JE ñnoeb B\o$ŠQ²>g H$hbmVo h¢—
(A) B\o$ŠQ²>g (B) H$ñQ>_ E{Z_oeZ
(C) Q́>m§{OeÝg (D) àoOoÝQ> E{Z_oeÝg [C]

ì`m»`m—MS-Power Point àoOoÝQ>oeZ _| O~ EH$ go A{YH$
ñbmBS> hmoVr h¡ Vmo CZ_| EH$ {deof à^md (Effect) S>mb {X`m OmVm
h¡ Omo `h ~VmVm h¡ {H$ EH$ ñbmBS> IË_ hmo ahr h¡ Am¡a Z`r
ñbmBS> Am ahr h¡ VWm ñbmBS> H$mo {H$g Vah go àñVwV H$aZm h¡,
`h à^md hr Q>́m§{OeZ B\o$ŠQ> H$hbmVm h¡& BgHo$ Ûmam ñbmBS> H$s
ñnrS>, gmC§S> Am{X ^r goQ> {H$`o Om gH$Vo h¢&
Q́>m§{OeZ à^md (Transitions Effect) {H$gr ñbmBS> _| J{V à^md
(Motion Effect) bmJy H$aVm h¡& `h Transition Tab _| CnbãY
ahVm h¡&
ZmoQ…>—EH$ ñbmBS> na EH$ hr Q>́m§{OeZ à^md bmJy hmoVm h¡&

85. E_.Eg. EŠgob$2019 _| gyÌ = RIGHT (*india*, 2) H$m
n[aUm_ Š`m h¡?
(A) ai (B) ia (C) aa (D) Ìw{Q> [B]

ì`m»`m—MS Excel _| {d{^Þ àH$ma Ho$ _mZ kmV H$aZo hoVw gyÌm|
H$m à`moJ {H$`m OmVm h¡&
= RIGHT (*india* 12)
`h gyÌ india eãX Ho$ Xm{hZr side Ho$ Xmo Ajam| H$mo ì`ŠV H$aoJm
Omo {H$ ia hmoJm&

g§JUH$ grYr ^Vu narjm-19-12-2021 _| "H$åß`yQ>a'
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 2. ................ AmCQ>JmoB§J B©-_ob gd©a h¡&
(A) POP (B) POP3
(C) SMTP (D) PPP [C]

ì`m»`m—E-mail H$m nyam Zm_ Electronic Mail h¡, `h {S>{OQ>b
g§Xoe ^oOZo H$s àUmbr h¡Ÿ&
B§Q>aZoQ> na B©-_ob (E-mail) Ûmam gÝXoe ^oOZo hoVw SMTP (Simple
Mail Transfer Protocol) VWm gÝXoe àmßV H$aZo hoVw POP
(Post Office Protocol) à`wŠV hmoVm h¡Ÿ&

 6. EH$ Q>oŠñQ> ãbm°H$ H$s ewéAmV H$s Xmo `m Á`mXm bmBZm| VH$, EH$
boQ>a H$mo EZbmO© H$aZo Ho$ {bE E_ Eg dS>© _| H$m¡Z gm \$sMa
Cn ẁº$ h¡?
(A) dS>© AmQ>© (B) S>́m°n H¡$n
(C) ’w$Q> ZmoQ> (D) Q>¡~ ñQ>m°n [B]

ì`m»`m—S>́m°n H¡$n (Drop Cap) {H$gr dmŠ` `m n¡amJ«m\$ Ho$
àW_ Aja Ho$ AmH$ma H$mo BVZm ~‹S>m H$a XoVm h¡ {Oggo dmo Xmo `m
Cggo ~‹S>r bmBZ go ^r ~‹S>m hmo OmEŸ&
S>́m°n H¡$n H$s H$_mÊS> H$m nmW Insert > Drop Cap hmoVm h¡Ÿ&
S>́m°n H¡$n n¡amJ«m\$ Ho$ àW_ Aja _| Special Effect S>mbVm h¡ AWm©V²
{Og eãX na S>́m°n H¡$n AßbmB© hmoVm h¡ dmo {deof ê$n go {XIVm h¡Ÿ&
O¡go—Ý`yO nona H$m àW_ Aja S>́m°n Ho$n _| hmoVm h¡&
O¡go—

Shiv shankar

ZmoQ>…—S>́m°n H¡$n By default 3 bmBZm| H$m hmoVm h¡ Ed§ A{YH$V_
10 bmBZm| {OVZm ~‹S>m hmo gH$Vm h¡Ÿ&

16. E_ Eg EŠgb _| dm°Q> B\$ EZm{b{gg Ho$ {bE H$m¡Zgm Qy>b
~ohVa _XX H$a gH$Vm h¡ ?
(A) Q´>¡H$ MoÝO (B) \$m°_y©bm Am°{S>qQ>J
(C) Jmob grH$ (D) nmBdm°Q> Q>o~b [C]

ì`m»`m—MS-Excel _| {H$gr grQ> _| à`wº$ \$m°_©ybo na AbJ-
AbJ Value aIH$a Result try H$aZm What if analysis
hmoVm h¡, Bg hoVw Goal Seek, Scenario Manager Ed§ Solver
à`wº$ hmoVo h¢&
Jmob grH (Goal Seek)— BgHo$ AZwgma S>mQ>m _| EZm{b{gg {H$`m
OmVm h¡ AWm©V² d¡ë`y nydm©Zw_mZ hoVw Jmob-grH$ H$_m§S> à`wº$ hmoVr h¡&

41. H$m¡Zgm ghr g¡b ao\$aoÝg Zht h¡ ?
(A) R[-2]C (B) $D17
(C) R5G7 (D) $G$8 [A]

ì`m»`m—MS Excel _o§ gob H$s Value H$mo access H$aZo hoVw
gob ao\$aoÝg à`wº$ hmoVo h¢&
gob ao\$aoÝg Relative, Absolute Ed§ Mixed àH$ma Ho$ hmoVo h¢&
Relative Reference  `h Excel erQ> H$m By dafault ao\$a|g
hmoVm h¡Ÿ&  O¡go — M35
Absolute = $(S>m°ba) Ho$ {M• Ûmam H$m°b_ Zm_ Ed§ am° Z§~a AWm©V²
gob ES>́og H$mo pñWa aIm OmVm h¡&
O¡go — $M$35

$A$4
ZmoQ>…—Absolute EŚ>og _| gob Ho$ ao\$aoÝg H$mo pñWa aIZo hoVw
H$m°b_ Ed§ am° H$s g§»`m go nhbo $ H$m {M• à`wŠV hmoVm h¡&
gob ao\$aoÝg _| am° Zå~a H$m _mZ Negative  g§̂ d Zht h¡, Bg{bE
R[–2]C EH$ g¡b ao\$aoÝg Zht h¡Ÿ&

50. EH$ gob _| H$moB© ~Xbmd hmoZo na H$m¡Z gm \$sMa ñdV… hr nyao
dH©$ erQ> _| nwZ…JUZm H$a boVm h¡ ?
(A) \$m°a_oqQ>J (B) Am°Q>mo H¡$ëHw$boeZ
(C) Am°Q>mo H$aoŠQ> (D) ’§$ŠeZ [B]

ì`m»`m—Am°Q>mo H¡$ëHw$boeZ \$sMa H$m Cn`moJ S>mQ>m na {H$`o J`o
{d{^Þ àH$ma Ho$ Am°naoeZ H$a na ñdV… JUZm H$aZo hoVw {H$`m OmVm
h¡&
`h {H$gr gob Ho$ S>mQ>m _| ~Xbmd hmoZo na ZdrZ S>mQ>m Ho$ AZwgma ñdV…
JUZm H$a boVm h¡&

51. ............. H$m 255.255.0.0 {S>\$mëQ> g~ZoQ> _mñH$ h¡&
(A) Class B (B) Class A
(C) Class D (D) Class C [A]

ì`m»`m—IP address H$s Class H$mo Class A, Class B,
Class C, Class D Ed§ Class E _| {d^m{OV {H$`m J`m h¡Ÿ&
Class-B:-`h 128.0.0.0 go 191.255.255.255 VH$ hmoVm h¡&
Bg_| àW_ 16 {~Q²>g H$mo ZoQ>dH©$ Ho$ {bE VWm A§{V_ 16 {~Q²>g hmoñQ>
Ho$ {bE à`moJ {H$`m OmVm h¡&
Class B H$m {S>\$m°ëQ> g~ZoQ> _mZH$ 255.255.0.0 hmoVm h¡Ÿ&

67. EŠgob gob _| Q>oŠñQ> S>mQ>m ~mB© {S>\$m°ëQ> .................. AbmBZ
hmoVm h¡ &
(A) boâQ> (B) amBQ>
(C) g|Q>a (D) OñQ>r\$mB© [A]

ì`m»`m—_mBH«$mogm°âQ> EŠgob _mBH«$mogm°âQ> Am°{\$g H$m Eogm ^mJ h¡
Omo gm§p»`H$s JUZmAm| hoVw à`wŠV hmoVm h¡Ÿ&
MS Excel _| By default Q>oŠñQ> (Text) Data Left Ed§ Z§~a
Data Right AbmB©Z hmoVm h¡&

g§JUH$ grYr ^Vu narjm-05-05-2018 _| "H$åß`yQ>a'
go gå~pÝYV nyN>o J`o àíZm| H$m hb ì`m»`m g{hV

amOñWmZ H$_©Mmar M`Z ~moS>©, O`nwa Ûmam Am`mo{OV



11AÜ`m`-1 :: E_Eg dS>©©

_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 E_Eg dS>©
[MS Word]

11
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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
E_Eg> EŠgob
[MS Excel]

 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&

3535
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3 nm°da nm°BÝQ> àOoÝQ>oeZ
[Power Point Presentation]

6868

Fig. : Microsoft Power Point Window

 _mBH«$mogm°âQ> nm°da nm°BÝQ> Microsoft Office Package H$m ^mJ
h¡, Omo _mBH«$mogm°âQ> H$ånZr Ho$ Ûmam ~Zm`m J`m&

 _mBH«$mogm°âQ> nm°da nm°BÝQ> Presentation  ~ZmZo H$m EH$ EßbrHo$eZ
gm°âQ>dò a h¡&

 _mBH«$mogm°âQ> nm°da nm°BÝQ> nyU© àO|Q>oeZ J«m{\$Šg àmoJ«m_ h¡&
 _mBH«$mogm°âQ> nm°da nm°BÝQ> H$m aZ H$_mÊS> ‘Powerpnt’ hmoVm h¡&
 _mBH«$mogm°âQ> nm°da nm°BÝQ> H$m \$mBb \$m°_}Q>/EŠgQ|eZ .ppt/.pptx

hmoVm h¡&
 _mBH«$mogm°âQ> nm°da nm°BÝQ> _| ~ZZo dmbr \$mBb H$mo àñVwVrH$aU

(Presentation) H$hm OmVm h¡&
 Presentation File H$mo PPT ^r H$hm OmVm h¡&
 nm°da nm °BÝQ> _| ~ZmB© JB© \$mBb H$m By Default Zm_

Presentation1 hmoVm h¡&
 nm°da nm°BÝQ> àmoJ«m_ _| àË òH$ n¥ð> (Page) H$mo ñbmBS> (Slide) H$hm

OmVm h¡&
 àñVwVrH$aU (Presentation) AZoH$ ñbmBS²>g (Slides) go {_bH$a

~Zm hmoVm h¡&
 {H$gr {deof {df` na àñVwVrH$aU H$s g^r ñbmBS>mo H$mo EH$ \$mBb

_| aIm OmVm h¡, {Ogo àñVwVrH$aU \$mBb (Presentation File)
H$hm OmVm h¡Ÿ&

 nm°da nm°BÝQ> _| By Default ñbmBS> Amo{aE§QoeZ Landscape
hmoVm h¡&

 Presentation _| ZB© ñbmBS> boZo Ho$ {bE em°Q©> H$Q> Hw§$Or
Ctrl+M H$m à`moJ {H$`m OmVm h¡&
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S>mQ>m g§Mma (Data Communication)
 EH$ `m EH$ go A{YH$ H$åß`yQ>a Ed§ {d{^ÝZ àH$ma Ho$ Q>{_©Zbm| Ho$ ~rM

Am±H$‹S>m| H$mo ^oOZm `m àmßV H$aZm S>mQ>m g§Mma H$hbmVm h¡Ÿ&
 S>mQ>m g§Mma (Data Communication) Eogr à{H«$`m {OgHo$ Ûmam

EH$ H$åß`yQ>a go S>mQ>m gyMZmE± Ed§ {ZX}e Xygao H$åß ỳQ>a VH$ nhþ±MVr
h¡Ÿ& S>mQ>m g§Mma H$hbmVr h¡&

{MÌ … S>mQ>m g§Mma

 S>mQ>m H$å`y{ZHo$eZ _| S>mQ>m H$mo {g½Zëg Ho$ Ûmam EH$ ñWmZ go Xygao
ñWmZ VH$ nhþ±Mm`m OmVm h¡&

 gyMZm `m S>mQ>m ^oOZo dmbm ì`pŠV `m {S>dmBg Sender H$hbmVm h¡Ÿ&
 gyMZm `m S>mQ>m àmßV H$aZo dmbm ì`pŠV `m {S>dmBg Receiver

H$hbmVm h¡Ÿ&

S>mQ>m g§Mma M¡Zb (Data Communication Channel)
 1. {gånboŠg M¡Zb (Simplex Channel)—Eogm g§Mma V§Ì {Og_|

S>mQ>m H$m àdmh Ho$db EH$ hr {Xem _| hmoVm h¡Ÿ& O¡go—Q>obr{dOZ,
ao{S>`mo Am{X&

Fig. : Simplex Data Communication
 2. hm\$ Sw>ßboŠg M¡Zb (Half Duplex Channel)—Eogm g§Mma

V§Ì {Og_| S>mQ>m H$m àdmh Vmo XmoZm| {XemAm| _| hmoVm h¡, naÝVw EH$
g_` _| Ho$db EH$ hr {Xem _| hmoVm h¡Ÿ& O¡go—dm°H$s-Q>m°H$s

Fig. : Half Duplex Data Communication
 3. \y$b Sw>ßboŠg M¡Zb (Full Duplex Channel)—Bg_| S>oQ>m H$m

àdmh XmoZm| {XemAm| _| EH$ gmW hmoVm h¡Ÿ& O¡go—dr{S>`mo H$m°Ý\«o$qgJ

Fig. : Full Duplex Data Communication
ZmoQ>—Full Duplex Communication System _| EH$ hr g_`
_| XmoZm| {XemAm| _| S>mQ>m àdmh hmoVm h¡Ÿ&

S>oQ>m g§MaU _r{S>`m (Data Transmission Media)

dm`S>© `m JmBS>oS> Q>oŠZmobm°Or (Wired or Guided Technologies)

 1. Q>{dñQ>oS> nò a Ho$~b (Twisted Pair Cable)
 Bg_| Vma Amng _| EH$-Xygao na {bnQ>o ahVo h¢Ÿ&

 Twisted Pair H$s Performance decibal/Miles _| _mnr OmVr h¡Ÿ&
 `h Ho$~b Xmo MmbH$ (H$m°na) go ~Zo wire go ~Zr hmoVr h¡Ÿ&
 BgHo$ àH$ma UTP (Unshielded Twised Pair) VWm STP

(Shielded Twisted Pair) hmoVo h¢Ÿ&
 BZH$m à`moJ Q>obr\$moZ ZoQ>dH©$ _| hmoVm h¡Ÿ&

 2. H$moEŠgr`b Ho$~b (Coaxial Cable)
 BgHo$ AÝXa EH$ R>mog Vma hmoVm h¡, Omo Hw$MmbH$ go Mmam| Va\$ go {Kam

ahVm h¡Ÿ&
 Bg_| S>oQ>m Communication H$s j_Vm Q>obr\$moZ Vma H$s VwbZm _|

A{YH$ hmoVr h¡Ÿ&
 BgH$m à`moJ TV Network _| hmoVm h¡Ÿ&
 BgH$s S>mQ>m Q́>m§gboeZ J{V Q>{dñQ>oS> nò a Ho$~b H$s VwbZm _| A{YH$

hmoVr h¡Ÿ&

 3. Am°pßQ>H$b \$mB~a (Optical Fiber)
 Am°pßQ>H$b \$mB~a _| H$m±M, ßbmpñQ>H$, {g{bH$m H$m Cn`moJ H$a Data

Transmission hmoVm h¡Ÿ&
 Optical Fiber H$m\$s nVbr Ed§ H$_ dOZ H$s hmoVr h¡Ÿ&
 Am°pßQ>H$b \$mB~a CÀM J{V go Digital format _| S>mQ>m Transfer

H$aVr h¡Ÿ&
 Bg_| bå~r Xyar hmoZo na ^r Signal H$s Vrd«Vm _| H$moB© H$_r Zht hmoVr

h¡, Bg{bE BgH$m à`moJ bå~r Xyar g§Mma Ed§ JwßV g§Ho$Vm| Ho$ àgmaU
hoVw hmoVm h¡Ÿ&

 Bg_| Point to Point Installation hmoVm h¡Ÿ&

dm`abog Q>oŠZmobm°Or Wireless Technologies
 Bg Technology _| gyMZm {~Zm {H$gr Ho$~b `m Wire Ho$ hdm _|

hr Transmit hmoVr h¡Ÿ&

 1. _mBH«$modod Q´>m§g{_eZ `m BZ\«$maoS> Q´>m§g{_eZ
(Microwave Transmission)

 BboŠQ´>m°{ZH$ ñnoŠQ́>_ _| 1 GHz go 300 GHz H$s namg H$mo
Microwave H$hVo h¢Ÿ&

 `o gñVr hmoVr h¡ VWm _w»` ê$n go A{YH$ Xyar Ho$ Communication
hoVw à`wŠV hmoVr h¡Ÿ&

 `o {H$gr {~pëS>J̈ go Zht JwOa gH$Vr VWm Iam~ _m¡g_ H$m Aga
Signal Transmission na n‹S>Vm h¡Ÿ&

 Microwave Unidirectional hmoVr h¡Ÿ&
 BZ\«$maoS> Short Range Communication hoVw à`wŠV hmoVr h¡Ÿ&

4 BÝQ>aZoQ> H$m àmW{_H$ kmZ
[Basic Knowledge of Internet]
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à¡pŠQ>g goQ>
[Practice Set]
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Practice Set-1

 1. E_.Eg. dS>© - 2019 Ho$ g§X ©̂ _|, A§{V_ n[adV©Z Ho$ ñWmZ na
OmZo Ho$ {bE, H$s ñQ>́moH$ h¡—
(A) Am°ëQ> + F6 (B) H$ÝQ>́mob + F7
(C) {eâQ> + F5 (D) H$ÝQ>́mob + {eâQ> + F8

 2. _mBH«$mogm°âQ> dS>© S>m°Š`y_|Q> _| {H$gr M`{ZV Q>oŠñQ> H$s g§nyU©
\$m°_}qQ>J hQ>mZo Ho$ {bE {H$Z H$sµO H$m Cn`moJ {H$`m OmVm h¡?
(A) CTRL + SHIFT + SPACEBAR
(B) CTRL + SHIFT + F3
(C) SHIFT + SPACEBAR
(D) CTRL + SPACEBAR

 3. _mBH«$mogm°âQ> dS>© Ho$ g§~§Y _| gË` H$WZ H$m¡Zgm h¡—
(i) dS>© _| {H$gr Q>oŠñQ> H$mo {S>brQ> H$aZo hoVw Backspace Ed§

Delete Key à`wŠV hmoVr h¡Ÿ&
(ii) Macro file H$m Extension .Docm hmoVm h¡Ÿ&
(iii) Q>oånboQ> \$mBb H$m EŠgQ>|eZ .Dot hmoVm h¡Ÿ&
(A) H$WZ i, ii gË` h¢Ÿ& (B) H$WZ i, ii, iii gË` h¢Ÿ&
(C) H$WZ i, iii gË` h¢Ÿ& (D) H$WZ iii, ii, i gË` h¢Ÿ&

 4. dS>© d«¡n (Word Wrap) \$sMa hmoVm h¡—
(A) Oê$aV Ho$ AZwgma Q>oŠñQ> H$mo AnZo Amn Xygar bmBZ _| bo

OmVm h¡Ÿ&
(B) Document Ho$ g~go ZrMo AmVm h¡Ÿ&
(C) Text Ho$ D$na {bIZo H$mo allow H$aVm h¡Ÿ&
(D) BZ_| go H$moB© Zht

 5. H$B© gobm| H$m EH$ gob ~ZmZo Ho$ {bE {H$g H$_mÊS> H$m Cn`moJ
H$aVo h¢?
(A) Merge Cells (B) Split Table
(C) Split Cells (D) Both A and C

 6. H$B© HŒ${_H$ (Sequential) commands Ho$ ñWmZ na EH$ hr
Shortcut Key H$mo {ZYm©{aV H$aZm H$hbmVm h¡—
(A) Macro (B) Mail Merge
(C) Auto text (D) CnamoŠV _| go H$moB© Zht

 7. 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¡?

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

 8. {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?
=MIN(3, 12>5, 4)
(A) 5 (B) 1 > (C) 3 (D) 4

 9. MS Excel _| gob H$mo dV©_mZ à ẁŠV erQ> go VwaÝV AJbr
erQ> na H¡$go bo Om`m Om gH$Vm h¡?
(A) AJbr erQ> na Click H$aHo$Ÿ&
(B) Ctrl + Page Down na pŠbH$ H$aHo$Ÿ&
(C) A & B XmoZm|
(D) CnamoŠV _| go H$moB© Zht

10. Conditional Formatting (H§$S>reZb \$m °_|{Q§>J) _|
A{YH$V_ {H$VZr eV} Xo gH$Vo h¢?
(A) 2 (B) 3
(C) 5 (D) H$moB© Zht
ZmoQ>…—H§$S>reZb \$m°_}qQ>J hoVw A{YH$V_ 3 eV] bmJy H$a gH$Vo h¢&

11. S>mQ>m Q>́m§g{_eZ hoVw à`wŠV Method h¡—
(A) Simplex (B) Half duplex
(C) Full duplex (D) All of the above

12. E_ Eg EŠgob _| dm°Q> B\$ EZm{b{gg Ho$ {bE H$m¡Zgm Qy>b
~ohVa _XX H$a gH$Vm h¡?
(A) Q́>¡H$ M|O (B) \$m°_y©bm Am°{S>qQ>J
(C) Jmob grH$ (D) nmBdm°Q> Q>o~b

13. E-mail ^oOVo g_` Sender H$mo {H$gr àmßVH$Vm© H$mo _ob Vmo
^oOZm h¡, bo{H$Z _ob àmßV H$aZo dmbo ì`pŠV H$m E-mail
address AÝ` àmßVH$Vm©Am| H$mo Zht {XIo, Bg hoVw à`wŠV
{dH$ën h¡—
(A) To (B) CC
(C) BCC (D) CnamoŠV g^r

14. MS-Excel 2007 _|, {ZåZ _| go H$m¡Z-gm Function, Eogr
g§»`m {XImVm h¡, Omo Date-Time Code _| Microsoft
Excel H$s Date H$mo indicate H$aVm h¡?
(A) Now (B) Date Value
(C) Time (D) Date
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20. (C) B§Q>aZoQ> àmoQ>moH$m°b Ho$ Xmo g§ñH$aU à`wŠV {H$E OmVo h¢&  IPv4,
IPv6 {OZH$m {ddaU {ZåZmZwgma h¡—
IPv4—32 {~Q²>g H$m hmoVm h¡, Bg_| Ho$db A§H$m| H$m à`moJ
{H$`m OmVm h¡, ESó>g H$mo S>m°Q> (.) Ho$ Ûmam AbJ {H$`m OmVm
h¡&
Bg ES>́og _| 0 go 255 VH$ Ho$ 4 A§H$ hmoVo h¢Ÿ&
O¡go— 1.2.3.4

01.102.103.104
IPv6—128 {~Q²>g H$m hmoVm h¡, Bg_| Ho$db A§H$m| Ho$ gmW
A§J«oOr ^mfm Ho$ Ajamo H$m ^r à`moJ {H$`m OmVm h¡, ESó>g H$mo
H$m°bZ (:) Ho$ Ûmam AbJ {H$`m OmVm h¡&

Bg_| Mma hoŠgmS>ogr_b A§H$m| Ho$ AmR> goQ> hmoVo h¢Ÿ&
O¡go—3FFE:F200:0234:AB00:0123:4567:8901:ABCD

Practice Set-10

 1. _mBH«$mogm°âQ> dS>© H$mo aZ H$_mÊS> Ûmam Open H$aZo hoVw aZ~m°Šg
_| Š`m Q>mB©_ {H$`m OmVm h¡—
(A) Winword (B) Winword.exe
(C) WinZip (D) A & B XmoZm|

 2. Ctrl +  Curser H$mo {H$g {Xem _| H$a XoVr h¡?
(A) Xm{hZr Amoa Ho$ eãX Ho$ A§V _|
(B) Document Ho$ A§V _|
(C) Line Ho$ A§V _|
(D) EH$ Paragraph n¡amJ«m\$ Ho$ ZrMo

 3. MS-Word _| ~Zr Q>o~b _| EH$ gob go AmJo H$s gob _| OmZo
hoVw .............. Ed§ EH$ gob go nrN>o H$s gob _| OmZo hoVw
............ Hw§$Or à ẁº$ hmoVr h¡—
(A) Tab, Shift + Tab (B) Ctrl + Tab
(C) Tab, Alt + Tab (D) Alt, Alt + Tab

 4. MS-Word _|, noO H$s {df_-gm_J«r H$s n¥ð> ŷ{_ _| Am^mgr
nmR> (KmoñQ> Q>oŠñQ>) gpå_{bV H$aZo Ho$ {bE .......... H$m
Cn`moJ {H$`m OmVm h¡&
(A) KmoñQ> (B) H$_|Q>
(C) dmQ>a-_mH©$ (D) hmBnaqbH$

 5. g~go nwamZm ñàoS>erQ> n¡Ho$O {ZåZ _| go H$m¡Z gm h¡?
(A) ñQ>ma H$mb (B) bmoQ>g 1,2,3
(C) EŠgob (D) {dOr H$mb
ZmoQ>…—g~go nwamZm ñàoS>erQ> àmoJ«m_ Visicale ({dOrH$m°b) h¡&

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

 7. MS-Excel Worksheet Ho$ Cell-range C4:H10 _| {H$VZo

Cell hm|Jo—
(A) 6 (B) 7 >
(C) 13 (D) 42

 8. MS Excel eãXmdbr _| à`wŠV Cell reference (gob g§X ©̂)
Š`m h¢?
(A) dH©$erQ> _| gob H$s a|O H$mo g§X{^©V H$aVm h¢
(B) Bgo EH$ \$m°_y©bm _| BñVo_mb {H$`m OmVm h¢ {Oggo dmñV{dH$

_mZ `m So>Q>m àmá hmoVm h¢
(C) `h EH$ àH$ma H$m gob ES>́og hr h¡Ÿ&
(D) CnamoŠV g^r

 9. gob _| {bIo JE {H$gr Text H$mo dQ>uH$b d S>m`JmoZb amoQ>oQ>
H$aZo Ho$ {bE H$_mÊS> hmoVm h¡—
(A) Wrap Text (B) Degree Text
(C) Orientation (D) None of these

10. O~ à`moŠVm MS Excel H$s erQ> H$s gob _| H$Q>|Q> Q>mBn H$ao
Ed§ Q>mBn hþAm H$ÝQ>oÝQ> gob go ~mha Mbm Om`o, Vmo H$Q>|Q> H$mo
Cgr gob _| ES>OoñQ> H$aZo hoVw à ẁŠV H$_mÊS> h¡—
(A) Merge (B) Wrap text
(C) Delete (D) Format

11. MS-Excel _| ........ Symbol H$m use Column label
Am¡a Row Number go nhbo nyU© Cell address ~ZmZo Ho$
{bE {H$`m OmVm h¡—
(A) # (B) $ >
(C) * (D) &

12. EŠgob _| AewÕ dV©Zr VWm ì`mH$aU H$mo Om±MZo gå~ÝYr
S>m`bm°J ~m°Šg Imobm Om gH$Vm h¡—
(A) SHIFT + F7 X~mH$a (B) F7 X~mH$a
(C) CTRL + F7 X~mH$a (D) H$moB© Zht

13. _mBH«$mogm°âQ> nm°da nmB§Q> _| {ZåZ{b{IV _| go H$m¡Zgm \$mBb
\$m°_}Q> à`wŠV hmoVm h¡—
(A) .Ppt (B) .Pptx
(C) .pppx (D) A & B XmoZm|

14. Am°Q>mo H$m°ÝQo>Q> {dOmS©> Ho$ àW_ nX _| H$m¡Z go h¢?
(A) Corporate, General (B) Project
(C) Sales and marketing (D) CnamoŠV g^r

15. B§Q>aZoQ> na ^oOr JB© gyMZm N>moQo>-N>moQo> Qw>H$‹S>>mo| _| {d^m{OV hmoVr
h¡, {Ogo H$hVo h¢—
(A) Web page (do~ noO) (B) Web server (do~ gd©a)
(C) Packets (n¡Ho$Q>g) (D) Node (ZmoS>)

16. www  H$m nyU© ê$n h¡—
(A) dëS©> dmBS> aog{b§J (B) dëS©> dmBS> do~
(C) dëS©> dmBS> dS©>ñQ>ma (D) dëS©> {dXmCQ> aog{b§J

17. EH$ IPv6 address {H$VZm bå~m h¡—
(A) 32 bits (B) 128 bytes
(C) 64 bits (D) 128 bits
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