Chapterwise Question Bank

S~
with 100% Explanations 'aan
ST ARt wer a2 (RSSB)

Junior 2550+ @
AccountantQuestions

Basics of

COMPUTER

Y YEdh q wrgtaa foret arieyia / ITehT THTN S “Junior Accountant : Basics of Computer’
1 AT 2% 39 T e A ww oy C L 000245072 w WhatsApp Message =i

o forma awt &t ufaaft whansti # 48 ™ WA &1 WHEAN
o 3 Wiz UUH WUl TA Wid

HellyT I1Ga

fadvs : TR
grifeg PAR Iga un g weTgRifaa
favs : TR R.E.S.

e
* G Uhldl« °

(A Unit of College Book Centre)



RTITH ©
SYLLABUS
DI §F Hee?
o A-19, H3I FHaH,
SAR-302 004 Introduction to Computer & Windows : Input/output Devices,
Memory, PORTs, Windows Explorer Menu, Managing Files &
Folders, Setup & Accessories, Formatting, Creating CD/DVD.

Basics of Computer

Word Processing & Presentations : Menu Bars, Managing
Documents & Presentations, Text Formatting, Table
Manipulations, Slide Designs, Animations, Page Layout, Printing.

Spread Sheets : Excel Menu Bar, Entering Data, Basic Formula
& Inbuilt Functions, Cell & Text Formatting, Navigating, Charts,
Page Setup, Printing, Spread Sheets for Accounting.

Working with Internet and e-mails : Web Browsing &
Searching, Downloading & Uploading, Managing an E-mail
Account, e-Banking.

Junior Accountant o sFee fawa i dart & for Test Series

¥ Mobile App Download #%+ & fete Google Play Store &

Type & “computerwalamaster” e QR Code @t Scan
&tk it Mobile App Download & @& ?)

r

S YIdd & ULsli &l el for:2Jeab Test Series 29

\g;t:::euszc::ﬁg? QR Code Scan @3]

OG0

o8

@ YouTube Scan QR Code

r

RS | Computerwala Master Channel | | Computerwalamaster App |

Code No.: D-700

® TR i ITFART ok fortT 38 qEaeh ok foreft oft o7w 1 foreft oft ot % W q3eafa o e oteran foRelt oft qeRefieht teR (SRR, BeRfehe, iciehidt,
fepitém, feftea, Ja) o wreom & 19ET 36 qEash &1 M, 2rRed, o, Wt Jam, feomdq, war fesmdq, dfén, femor —ammft, fava-ag, qof = snfvre &
g foreft oft W § gog A Are-TA R AT IeA-Fae B WHRH AT frawer A&t fon S weRdn 1 39 qEash o fAfTeTieenR Yotk % o getead

® I 1 FHEAISHT 1 FFEt FR FHUAT 1 2| Gk o TG F JhRH Hd § ok, Y% e, Frefet STTiet U9 Tehmereh g1 q0f Traert siaq o Sesg
oft S1et a1 QU SR BT BT/ Tl /iR R T8 ST AHETE ey e 8, ek [T geas S 8 I8 Y5k, Jeeh UF YeRieTeh SatErt e
T | TSR % GIE W ATHEE B |

o Tft foamel 1 =mEEE S (TS.) B




315 A AT

3T . 3T /v &1 o

Hft8 AWTHRR W AFAARTT Gler wwger % gt fagia 4 e, 2016 ... P-1—P-4
8 AWTER g Ufaarit udien wrepe % g fagia 2 evra, 2015...... P-5—P-8
Hit8 AGTHRR W AFAARTT Tler wwge % gt fagia 3 wwadt, 2011 ... P-9—P-12

[Introduction to Computer & Windows : Input/output Devices, Memory, PORTs, Windows Explorer
Menu, Managing Files & Folders, Setup & Accessories, Formatting, Creating CD/DVD.] ........... 1-75

FFY &1 ui=d [Introduction of Computer]

e T o¥eye feagaw [Input and Output Devices]
artfen faeem @1 ufea [Introduction to Operating System]
1 [Memory]

[Word Processing & Presentations : Menu Bars, Managing Documents & Presentations, Text Formatting,
Table Manipulations, Slide Designs, Animations, Page Layout, Printing.] ................. 76-112

1 =€ mafqn (w.wm. a€) [Word Processing (M.S. Word)]
2 TSRYA WiPEAE (TH.TH.UTER UTS=e)

[Presentation Software (MS Power Point)]

UNIT-IIP
[Spread Sheets : Excel Menu Bar, Entering Data, Basic Formula & Presentations, Text Formatting,
Navigating, Charts, Page Setup, Printing, Spread Sheets for Accounting] 113-134

1 eviie giwEaw® (Tn.Td. wead)
[Spread Sheet Software (MS-Excel)]

[Working with Internet and e-mail : Web Browsing & Searching, Downloading &
Uploading, Managing an E-mail Account, e-Banking]

1 afén g dewe w i-aa
[Working with Internet and E-mails]
FIX | GEAAq FARH
[Computer Related Full Form]

| wise W [Jr. Acct. : Basics of Computer ¢ 1-3]

WWW.DAKSHBOOKS.COM




TSN ieh Yol 3TN, TS R ST

EXAM DATE : 04-12-2016

AWTHR /HAB AGTEHR Aol THEAT 2013 meexam

O G [

qqe

aﬁzmﬁﬁaﬁmﬁgéamaﬁ 2015 ¥ udten g3 A @ T 6 a8 A 97 udten 4 fewwar 2016 i sEtE g3

126.MS-Word & €g¥ ¥ THE THIT (ah%?:) T Teh U
100 STSeRATS Shl WSAT AT § | AT Teeh TTeaehd
T UAT O | AIST ST 8 87 TIRT hidl—
(A) T (B) Ba-Ts
(C) A FIg (D) TR feteh [B]
FTEAT—MS-Word T a€ WaAfaT g&r &1
Application Software 81 MS-Word % Mailing Tab
# Mail Merge I option BT 2| Hd Hsl TH.TH. T

W—WW%Wﬁtemm content % s
3T U1 o background # e Tg Wl Toftd g
TS TRL AT SHST ATTTH HeaTdl ¢ |

89— Watermark o &9 H fafsr= shifenm Gee 918 &
T Page % Sk TTSUE H HEAH AT FIeR T 919 Sherd &
qifes g Copy:ITEBIIﬁSI

Water Mark =T 919—
Page Layout > Page Page Background group

# uF Tecay! g ¥ R oem & v & v A 129.0H.TH. THIE | M9 U Hel Wlohd Y Tehd §—

3o SARTE! i WS Tohd | 7 751 MS Word 1 TEl
Frer ® 8% 570 99H 0 A1 Uk € TR <kl AT
e ATFadl AT FAHT-TAT (WTeqshaied) i dsit
Tehrd! B | S—ifew, fmsor o anfe

Master Document—ag SfagHe fSH THM swee
AT Bt ® | 30 B9 eire oft whed 2|

SE— T 9 T A W |

Source Document—39 SraHe | FEAT A1 T YT

(A) & Fst TR (B) 9 &l fets

(C) WU Fst g s (D) A @l [D]
TEIT—MS Excel ¥ T 9 Fiam &1 Jfdesed
(Intersection) forg %1 ¥ a1 ST 8| 1A Row &
Column T TTH ¥ FHgATdT 2

T (Cell) TTehsfie <kt Ta@ BT TerTs & el 1T Tl
fopa <1 haT R

e &I T TRITH 1 Hed dea (Basic Building

F I AT 1 A S AT BT B Block) e ST 2, ifeh Tl Tesfie sht |t o
127.5.9,.81%. (GUI) &1 g0 9™ 38— Ot # T St 21 Excel H forefl @ 1 Tab Key 1

(A) TTH IS TeThE press %k AT arrow key &1 a1 A W click b

(B) Tfthehet a8 F-eThd active feram ST Tama 2

(C) Tfthehet TR TThY 130.TA.TH. UTeRQIZUe H 3MWH ........... & T |

(D) Tiewdt Ieh $eThd [C] Teh U W dg-FATsed frve i St §—

=rEat—GUI &1 U §9 Graphical User Interface (A) TITESH (B) e oI

2| GUI 75t gor Sueeht & Fiife GUI stfesiae & (C) ¥ve e (D) 33T [C]

mftheret fSi=e ™, Icon, Cursor, Toolbar Ta s2 3Tfe
T JART leh ISR ToHT FHATUSH Fl STH FFI AT use
I ¥ F ThaT 2 | Input device ASE GUI W
3meTiE R

HTEAT—dearae forefl oft Uoieevm Y =€ Hidt 4@
fi=ee @it (Printed Copy) BT 81 S Affead 1
YIS ¥ 3ieh Ut AT Ysivex™ o R0 91 o1 | fean
ST 2 qTfeh S Yoo fea e 7, SAffedw 3oeh e

128.79.7A. 92010 § TTETATR WH ............ A U THY Heh| Toh QUSIAIS I AT 20E 3713e Wl
AT 2 HET ST T Toh 2USIIIE H WSS I shee, T 1
(A) 98 29 —> TR T4 T, ISCTH T 32, USewH i TR, tfiTEeRH
(B) 8 3 —> s u # feiea onfa & hd 2
(C) IS A-313T 29 —> U U 7Y 131.9190 91 UH.TH. UTeRUTEUE IHI GeAT ATaT € at

(D) ¥ T-313e e —> offmw qu [C]

AT U1 TR IUASY ¢ ad 8—



ek Fal AN, S g A

XAM DATE : 02-08-15

ﬁ@m'{/au‘ﬁm AQTHR Al uﬁ&n 2013

TS

qqe

aﬁzmsﬁ%ﬁaﬁgﬁamaﬁ 2015ﬁuﬁm§§ﬁﬁm%&mmg‘rnm|

126ﬁwﬁﬁaﬁqm@m o2 H Hive WLIEe T8l 8—

(A) Bold (B) Superscript

(C) Regular (D) Italics [B]
TEAT—MS-Word H %i-e WEA dlce, $Tcish, T[ek
Bt & S BT eoer § T Bt 7

Fre:—MS Word ® By default Wie TTsel WeR
(Regular) Tt B

Bold—3 T a1 I T &A1 | SH—daksh
Bold ¥ Wiiéske Ctrl + B =t &)

Italic—3Tsat vt fawat fore T | S9—daksh

(A) S .3, (B) AreH

(C) e foeen (D) Tawm. Affea [C]
=ET—OS (Operating System) Ush fieed dfteazr
2, S et frken o gued R ol Teford vd et
(Operate & Control) T 2 |

arfen foreen el & fow us o1fd stawes ud
AT TR § Uiq U et foreft v 1 R
T R (Start) ff asft gm, & ITH AT foew
B 37 T FrR F g TEE avft gE enft s
3un tfen faeen gmm

gerfersh ¥ Wik Ctrl + 1 Bt ) 129.f7=1 & | *i9 AT WA T o ToTU Tera alien

Underline—31sat & = @@ si8—daksh
Underline 3 e Ctrl + U 2t 21
Tre:—Subscript SR 3R & YR F 317 e for@
Orkioh& Ogo- H,SO,

127.5% ® ¥ A1 W1 §-AA B WA WErhiA §—
(A) SMTP (B) FTP

o foraT T
(A) = 97 + 45 (B) = C8 x Bl
(C) 97 + 45 (D) =C9 + 16 [C]

HTEIT—M.S. Excel # 9% Formula sl eI =
% Tog o @9 Bt ® 31d: 97+ 45 T alk ° 9l
2

(C) TCP/IP (D) HTTP [A] 130.< giaen & fou v womee @ arex fAenreran € ek

AT E-mail 95 8g 317q 3-Hd G § SMTP
(Rt e 2R SErReT) T S 21

Email (Electronic Mail) & @8 W& 9Tt Protocol
g —

SMTP—SMTP YRR &1 0 &4 Simple Mail
Transfer Protocol a1 81 I8 TCP/IP 3merid
Application Layer Protocol 2|

POP3—POP &1 qUi &4 Post Office Protocol BT

Teh 37 | JAI AT §, oh el § T T9TE AR
& F Toru v fman smar 2—
ONESSIEERESIE] (B) TES IS

(C) i sfesiaz@ (D) Wi @ [B]
HTEAT—MS-Power Point Isi=exH H STa Ueh & ek
TATES Bt B Al 390 ek foRiy gwre (Effect) St faa
ST ® S I8 ST € o Uk Teree wen ° W R iR
T T3S o T R U1 TEE I foRE a® @ vRga

T TE Teh TUESE elehict & STeeht Ut TCP/IP e
W fidie At Tat ¥ E-mail 9rd s & e @ €-
Tl HIFAT FATE< §RT feam S 2|
Te—POP3 &1 S&dHTd SMTP & &1 1 38k T off
foran s geRar R)

128. 50X ! ¢ LA o ToT0 wFam Sl 32—

HET B, T T & I Shee FHeadl & | 6 g
e i Tiig, "ee e Wt A foFd 51 "eha R
IS 9 (Transitions Effect) Tt wmge @ mfa
g91d (Motion Effect) @] sl 81 98 Transition
Tab ¥ 3ucsd & 2

TTe: — Uk TATSE TR Teh B INT9H THTS AR Bl 2|



TSN ek Yol 3TN, TS g TSI

EXAM DATE : 03-01-2011

ﬁ'@w/a?ﬁrgﬁ'@wwﬁuﬁm 2011

126. Qa@ﬁﬁq 1 ﬁq sﬁﬂwaﬁmaﬁwwzﬁﬂ
T & H G B—
(A) =sum(A1:A8) (B) =sum(A1+AS)
(C) =sum(A1,A8) (D) 3w 48 H5 & [A]
SITEAT—M.S. Excel &1 yaim @ifegsht morn
(Statistical calculation) %1 ™ & =g T 2|
T H s formula enter s TeT—
= formula &1 99 (I8 ST 1 W TUAT FEHT )
Excel # cell Al & A8 Cell @ &I Cell &1 Jm—
= Sum(A1:A8)
Sum function 1 YA U AW & &g =al 2
127.00.08. T W TFTE TS WIS 1 WIS TR
BT —
(A) .doc (B) .exe
(C) .exel (D) xlIs [D]
AT File 31 extension file 3T YR S &g Bl
21 Microsoft Tod &l WIS o1 TROTH .xls T .xIsx
BIa1 ® 9T MS Word, Ms Power Point @& MS Paint
WIS 1 THHOH FHA: .docx, .pptx a1 .JPG BT B
q1e:—MS Excel shY STUeiE WTSeT hi TeRAeIT .xlts
B 2

128.RAM <! hgd 8—
(A) e wwmw 1l (B) {g 3ider BEr
(C) =9 tww a9l (D) TeH 3w 3uy  [C]

HTET—RAM T @M Data a1 Content IieR TS
sg B € T2 B ST | SEieie 39 AmTa an i wEd

%l wﬁmmm%ﬁwmww
e | S IR et Weefioherl W sl ot ® o 39
U STETE €Y U 37 TeA1ohe T ST RAM | TrafeT
% oI WR T B |
RAM &I Random Access Memory gl STl 2|

129.9THTIA: $wetHe W 3113, UT. USH T |59 2l 8—
(A) 24 foe (B) 64 fore
(C) 32 fore (D) 16 fore [C]
=rEa—IP &1 I &9 Internet Protocol 2T g1 IP
TgH T TN Hh e JemEed U devices i
identify foram ST 81 3 WIdhlcl TgE TR
3ehi o 1 H BT 8, Td WEHH AT HR TAF
feamsm ¥q TemT-37am B R
T [P address (3TsHt wgH) foreft oft Jeass fearsa 1
s fafste ugwrm@ (Unique Identity) &M st 21
TSt TgH o H1ew A & AT ° fearsd wr otem-
CURETIRS IR
IP Address o1 3aT80T- 172.16.254.1
IP Addresss = e # 21d E-1Pv4, IPv6
IPv4 32 foe U@ w1 use T 2|

130.WWW =i shed &—
(A) World Wide Web (B) World With Web
(C) Web Wide World (D) Web With World [A]
HTEAT—dcs d15E 98 W 3Ucist] T4l Jed1se & I
U5 1 Web Page (39 U<T) el ST 2|

Web Designing Training

v HTML Tutorial

+ Introduction to HTML

+What is HTML [7

+/HTML Text Editors

+| HTML Building Blocks

+)HTML tags

+) HTML Attributes

< HTML Elements

What is HTML

V Wh: LT o eenins - S o = o X
<« C [ @ |avatpointcom/what-is-html ) 2w = 5‘) $
# Apps M Gmai = YouTube 5 G G google translate - G google trends - Go.. » Reading list
java/ point | o |

Home C Java PHP HIML XHTML CSS Bootstrap JavaScript = jQuery XML  JSON

= { CTYFURNISH
E.. 3

Cust gowur thes with Hossde
Rent Furniture Now

GET 50% OFF FOR 3 MONTHS




UNIT-‘P
[Introduction to Computer & Windows : Input/output Devices, Memory, PORTs, Windows Explorer
Menu, Managing Files & Folders, Setup & Accessories, Formatting, Creating CD/DVD.]
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[Introduction of Computer]

Jr. Acct.&TRAﬁmﬁ‘Wwwﬁaa’ﬁ@ﬁ ‘

. USB U%é &1 awud 3—

(A) FaT5ee Hifa =9 91
(B) Iawa wifeaa a9 9
(C) IHaHa faivEe o« e
(D) gfeE Hif@a BIOS 1 [B]
TEAT— L ’eeH H 321 (Internal) €9 8 1 S
STE © 92 §U ST Peripheral (TiE™) SUeh01 sheard ¢ |
FF TF YRS ST o He §a16 (Communication)
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Input T& Output Device ¥t USB % HI=gH ¥ g §

Jed 2|
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2. fuwm w1 A & fou e ® @ 9= wm o o s
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(A) Tl =8 (B) Grfsred

(C) *gd e (D) ufedt e [B]
=TT FF H Third Generation 1964 & 1975 %
Heq foerfa g1

39 W@l 1 Main Component IC o & Q0 &9
Integrated Circuit (THidd qftuy) gt g | IC U U
fera = Argifem 2, Sifh Semiconductor Silicone & st
Tl © T 39 foq T S IR Electronic Component Si&—
Transistor, Diode, Register 3¢ J¢ &d 2 |

fafsr= uferanft whieneti # “Frger @ ufea’ w98 ™ AR

. TP Ve TereRt a1l wTUTes B, foRe wren @ o R7
[t whra 2 wteaer whan]

(A) BEE (B) @ (C) 39 (D) T&Fd [B]

. TR g H Ieura foRm wee ¥ gE B?
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(C) SUsft T % Compare d

(D) A a B gHi [D]
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. R & 7 ° e st wman 27
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T
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(A) 2 fegmr (B) 5 g

(C) 15 Faw= (D) 2 qawR [A]

AT favd FrEe dneRal foad Yo 9y 2 feewer

! T ST 2 | TE feaw feforea anerar wa sreget i

% TN & =g AT a1 @ | fova e weRan foew

TRt SR 2 feww, 2001 31 AR T | 39 o S e
I ®9 H TRA el P9 NIIT (National Institute
of Information Technology) S/ 2001 H i % |

. T T ® W hIAEl 9Tt qwer 27

(A) |efHT W
(C) (A) & (B) &M

(B) st sme
(D) 3wk § & =i T [C]

. THIME! 9T HFEER o g foan ergane fore wwstt st

77 [tst. weaw . when 2015]
(A) Tt (B) sl
(C) TRaad (D) 3wk Tt [A]

STEAT (5-6)—Hr=[L Ush WHTeId el A ], S
HHE AT ot el T & | e i o 3 7 wefi
T I Bl 2 |
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wie 0 wd 1 | foelt St )

. Tova % uget U I R @ o | g3, ToTEeRt AW g —
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. et ® forenféa gU U 9= STaeRE Wt STU § ST
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. HFE & "gH H, DVD &1 qredd 7— AT DVD FATHR ATHRR ATel! Tk el LRl &l
(A) Teforea aféwa fee . Acct. TRA-2016] ® fSreet QU =™ Digital Versatible Disc/Digital Video
(B) fefstea difean grar Disc grar 21
(C) fefsteat atferzat feen THH ST 4.7 39 T @RS &mar 4.7 GB & 17 GB
(D) fefveat aieqm fearsd [C] AN
SATEAT—DVD JRTehT AThR ITell Toh SAfEehet ©RST & 5. T o & w19-H sequential device E?

FASCED] qU 9™ Digital Versatile Disc/Digital Video [Jr: Acet. TRA-2015]
Disc 8T ® | (A) e feeh (B) 3tiufemar fewh

3O TE 4.7 T W9 RS guar 4.7 GB ¥ 17 GB (C) "mfes 29 (D) 3urrd gt [C]
B 2 | SATEAT—ohvstl TR H TR 1T 1 9g4 29 2 Method

. 1 TETEE = e TITATES = aeverreeenes TeretiaTge— I B 2 |
(A) 1024, 1024 x 1024 [Jr: Acct. TRA-2016] Sequential Access (FaeRiBre veda)—sad st
(B) 1024 x 1024, 1024 hHiteh &Y A ST ST ¢ S U 59 T TR ST
(D) 1024, 512 (A] T 1 & 4 e A st i
T 1 GB = 1024 MB @1 vitgar | & uet S "Rl |

= 1024 x 1024 KB 3aTe—Magnetic Tape (FHfs W)
[1 MB = 1024 KB] 34 Beg &l Use H arct fgarsd@ SAD (Sequential Access

. RAM & &gd §— [Jr. Acct. TRA-2015] Device) B9 #1
(A) fre T HmTd (B) fre st wrd Direct Access (STEee UaH)—3qH 2T ! 1eH 7 T

(C)mmiﬁﬁ ; (D)?WW [C] Ugl ST € S 59 TR 1 G SISl § dl S UG

TTEIT— @ Data a1 Content UTeR ATATS &g y ¥ Ug
) gohd ®, el Y (cafiq wfg @) ug dohd

0 1 72 8 T § e @ T B o 7 ()

RAM ¥ ST 89 TEHT 8 a1 Jial TTells oTar &1 =1feu | 3IqEW—Hard Disk, CD, DVD

ol TR R TR T R T € 36 A aTeerTs e

. . a9 W fearsd DAD (Direct Access Device) 8d 2 |
Y 39 ARy RAM #® wafEm & TR
TS T ST RAM fe 6. T WiwEER St f T i TR A 3, W i

w2l

RAM & Random Access Memory gl STl 2| (A) %IS%TR' (B) BHRL  [Jr: Acct. TRA-2015]
. LA, formeRt yeR 27 [Jr: Acct. TRA-2015] (C) mitFex (D) @t [Bl

(A) 717 diciersd RS (B) BWfes @R SITEAT—FHIR Tk T &1 Software 8T € St ROM #

(C) Tfiehredl ©IS (D) deerEd B [A] Store Erd1 81 ROM H BIOS Program #l Store BT &1

fafu= nfvavft whenet & T’ W 08 ™ AR

. o A fre § @ feas Rt e B 27 2. HEOER A ... o7 ToIFEiE UM ¥, Wal e,
(A) wiforR (B) & GEAT TS T St B E |
(C) =i (D) 3 Tt [C] (A) ST (B) A4

(C) HifHex (D) HieH [B]



UNIT-IP’
[Word Processing & Presentations : Menu Bars, Managing Documents & Presentations,

Text Formatting, Table Manipulations, Slide Designs, Animations, Page Layout, Printing.]

g8 wEfan (Tn.uy. 92)

[Word Processing (M.S. Word)]

100 STCAehdaiatl skl WSIT WHET 8 | TS Tedeh Aokl ahl
AT U # WIS AT g a6 W T hial—

[Jr. Acct. TRA-2016]
(A) TEaIfén (B) TA-Ht

(C) WX HIE (D) TEW o [B]
=TEAT—MS-Word T& I THTET YR &1 Application
Software 81 MS-Word % Mailing Tab H Mail Merge
%1 option AT | W Al TH.TH. T 3! Teh Hecaqul gfaen
2 &% wread U U € U I S AfFddl i A gohd
F1 A 7St MS Word =1 T Hier 2 foresh g0 w9 v =
TUh & Tk hl o1 &g sdiedal 1 e -
(ITeRAtal) I Wit ST TRdT @ | S—AiteE, e a
e |

Master Document—3g SfeqHe e THM hwee 31 T
Bt B 1 38 89 grpie off wed )

S 95 T R W

Source Document—38 SRS H AT AT T T FlA

T Akl s A ST I B 2 |

. TH.TE.92-2010 § SATeHTH ATWH ............ ¥ forerar
%— [Jr. Acct. TRA-2016]
(A) T8 T — TAREHE 0

(B) & & — Tk 7

(C) U1 A-3M32 e —> U SHUTIVE T

(D) ¥ ©-3TM8e & —> offFE I [C]
STEAT—3AT9 SIFIHS & U1 § text IT content o IS
319t ISt % background H €earen ud el Ydfid g9 aret
IHE T TS AT el ¢ |

J8—Watermark & &9 § fafsr=r sniferm sxam Teq & 1@
Page % 3% T3V H HEAH AT FIeR &1 A SAd @ dTih
@3 Copy T L TF |

Water Mark =T 919—

Page Layout > Page Page Background group

. WS Word ¥ e, il auT UFe HATZH & {1, THA:
T viidene pivmat w1 wam foRam SiTar 32—

(A) Ctrl + Z, Ctrl + X, Ctrl + V [Jr: Acct. TRA-2016]
(B) Ctrl + V, Ctrl + Z, Ctrl + C

(C) Ctrl + C, Ctrl + V, Ctrl + X

(D) Cul + X, Ctrl + C, Ctrl +V [D]

Jr. Acct, & TRA T0a1 3 a8 AR (w9, a8)’ W o T

1. MS-Word @ e ®§ o0 Ammift (Shee) &1 Th ud

. TH.UE.9E, Ueh 34101 8—

. 92 39 WreR BT ¥

TEIT—MS Word ¥ W& Shortcut—

Ctrl + C = Selected text I Document ! it ek
e o o |

Ctrl + X = Selected text I Document F Fe Feh
fFeTaE W o |

Ctrl + V = & I1 il 12T 1 Paste T |

[Jr. Acct. TRA-2016]

(A) Arfen faeew (B) wrafan feamgm

(C) Tfihe™ dfdead® (D) $Ye fearsd [C]
AT foRdl EfRe ® Create i, Tfee (Edit) &
g T qhieh I WA Bt 2 |

. TA.UA. 98 W, SRS hi T U IS i o T ol

HI-TIS HUTS A o AT B
(A) Ctrl+C (B) Ctrl+T
(C) Ctrl+E (D) Ctrl+Y [C]
ATEAT—MS Word § TUTH I FAfErd & 8 4 TR
% R ITATETHE B ¢ |
Left Align ~ — Selected Text 3 aTff 27K 319 a1 §
wiéke - Ctri+L
— Selected Text s =R TR AT AT &
wMéahe - Ctrl+R
Centre Align — Selected Text &I Wea (&g) ¥
HATH FH TG
widehe - Ctrl+E
Justify Align — Selected Text & 2=l 3TR THT AT
& T B |
e - Ctrl+J
qe:—MS Word ® By default 2Re 3reTsTHe Left
(Fwe) e 2|

[Jr. Acct. TRA-2015]

Right Align

[Jr Acct. TRA-2015]
(A) STETT o STTHR TR hl 70 31T TEL TS | o ST 2 |
(B) SfegHe & T=@ = e 2|

(C) 2o & IW foraa &l 1gHd L 2 |

(D) 318 & g T [A]
e Word Wrap a9 Y& BIaT @ S ATTeR SoRe
3T 3T T AR T T AT a1 TF 9 8 qal 8
H I ST § TS ST 3W U AT A1 T T H & W@
=T ¢ |




UNIT-lIP

[Spread Sheets : Excel Menu Bar, Entering Data, Basic Formula & Presentations, Text
Formatting, Navigating, Charts, Page Setup, Printing, Spread Sheets for Accounting]

1 Weyiiec ATread (TH.UH, Tad)

[ Spread Sheet Software (MS- Excel)]

Jr. Acct. &TRA\T&&nﬁ thzvﬁurmam(@m qa@ﬁ)A m@*ﬁwﬁﬁm

1. TH.UH. T | 19 Ush A @lhd o dehd 8—

[Jr. Acct. TRA-2016]
(A) e Tt q& (B) T =l facish
(C) T Tt q&m o (D) ¥ wsft [D]
ATRAT—MS Excel ¥ W 3 ®Tan &1 yfa=saq
(Intersection) %Fg H TS He A 8l AU Row &
Column T TTH U FHgaTdl 2|
¥ (Cell) wrehvfte i Tad BIT THTE ? W&l ST TH
fopam < Teka 21
TS ! TeFdel TIITH &1 ge1 acal (Basic Building Block)
HET 1T 7, Hifeh Tadel Tesie i arl Tt Ot 8§ &
STt 21 Excel ® foreft I &1 Tab Key &1 press &k AT
arrow key %1 a1 ¥ W click e active foram ST wehar 21
. TH.TH. TR | 8T Al & e A10 T I1T A & fore
g T [Jr. Acct. TRA-2016]
(A) = SUM(AL : A10)
(B) #Add(Al to A10)
(C) = SUM (Al to A10)
(D) = SUM Al : SUM A10 [A]
=& MS Excel # formula fmfor =1 wm&q = wrfer
1 W (I8 21 S/ W oM T R))
MS Excel # & Al & & A10 T I AT—

=sum(A1:A10)

Function Cell range
. TH.TH. Wﬁmmaﬁﬁé‘ag’@maﬁ arera
Qﬁmﬁ & T2 ™ Ged ud T h ugE™ W aren
[Jr: Acct. TRA-2016]
(B) = witan
(C) =Tt <ot (D) wite T [A]
FTEAT—MS Excel # 91 & U= Axes, Titles, Data
label, Legend, trend line, data series, error bars 37§
gl
forsie (Legend)— 39 meam © foreft e & W%@Tﬁ,
il TS T 61 3 T 4 2
. A W ST W AT A Aol Rragiet & for,
Thg (IUTRIA) ST @Te arer MS-Excel Weaem 8—

[Jr: Acct. TRA-2016]
(B) ACCRINT

(A) DDB

(C) INT ACCRUED (D) MINTACCR [B]
AT ACCRINT %RF MS Excel ¥ T& financial
function 8| 8 B T JINT ST TR T TS oh
TUMT S TG BT 2l

ACCRINT &M Uk G&ITcHS: HE Al 21

. = ° @ wimEr 22 e tH.uE. ted W A AE

graT 87 [Jr. Acct. TRA-2016]
(A) Number (B) Character
(C) Label (D) Date/Time [B]

=rEaT—M.S. Excel ® cells § 3 YR o1 data 2T 21
Labels, values and formulas

Label—>Label text % &9 T BT 8 - Names, Months
aTfa|

Value— Values generally raw number 3R data @l 2|
Formula : To&e W?TTLEIT et oft calculation =1 perform
T Tg instruction Y& T 2

. Uk gehv(Ic H T T ‘SicTH R JUSTHAFITT T hgeATdl

2?7 [Jr: Acct. TRA-2016]
(A) Ffem  (B) 9 (C) TgH (D) ¥@  [D]
ATEAT—MS Excel § U 9 &ian &1 yfa=sed
(Intersection) forg &1 ¥ a1 ST =1 A Row &
Column T TTH A FHATT B

A (Cell) =rehvfte h1 Ta@ BIE TahE 8 & ST T
foram ST weha 21

T ol Tl TIITH T {1 dcd (Basic Building Block)
el ST 2, Fifeh Trd Teviie o gl MoET Ot | & il
STt 21

Cell address appears in
Name Box

l

'Q—H
A | B | c o [ E

s MSMGEI il S

Fig. : Cell Name Box



1.

UNIT-1IV’
[Working with Internet and e-mail :

Web Browsing & Searching,

Downloading & Uploading, Managing an E-mail Account, e-Banking]

i fay gere @ 3-aa

[Working with Internet and E-mails]

Jr. Acct &TRA‘T&&TIﬁ a%ﬂﬁasaﬁzqaé-ﬁﬁ’mt@ﬁ‘m‘

qoe dA18S 99 U o fAator ® ura: e o | o v
T ST R T 27

(A) URL (B) IRC
(C) NIH (D) HTML [D]
sATEAT—(hEl ot I 9T Iudsy a9 waTei (Web
Resources) &1 HTML (Hyper Test Markup
Language) ¥ for@r ST 2, 99 ST3SR S 39 IS I gl
? 9 SR Ja | HiSE Gt ISR 3@, A U@ 9 uTar
2

e SISSH Teh YohT h1 UHT TeAlohyM EiFeadl & S ooe
e 99 W I9ey Forelt oft SmaTse fit AT A PR

[Jr. Acct. TRA-2016]

FF W YR T ¢ |

éaﬁz %— [Jr. Acct. TRA-2016]
(A) dsrETEe (B) &&

(C) T (D) AT 3% Jegad  [D]

=rEAT—Internet %1 Y Inter-networking BrdT 21 I
98 § e §U M, Inter Connected Networks
T9iaT 81 Internet ogd g Networks T THT ST ® S
el fawd (World) % srefed st TH-gat ¥ Siredl 2|
Se 31 A1 & | A% Computers 399 H S[Ed € @ 3°
network F&d ¥l 3 & Thel, Hic, UgAe, Ufecish,
foremg, e S #E GR Be-a2 network BIA B H
Jeasa (Networks) &1 AT9H T g 1 1 Feie Ll
2| 3afew s Network of Networks (J2aeht @t
o) 2, fomil g gFRT ¥ e w2 B9 B

Internet 3T U 9 Interconnected Network 2|

T I Wi 9 H “the net” gl ST 2 |
éaﬁzqaaaﬁa%s (Global) e & qut fova =1 w=@
FET 92T 81§ FI Information Superhighway
(FET T GURETEA) AT FEAT i TS0 Hel 1T 2|
Fexie W TAIET A et oifug a9 @, o feior 3
FHATAT—TeITR UIeT0T HEeATar g— [Jr: Acct. TRA-2016]
(A) OTP (3.3 dt.)

(B) Password (TraE)

(C) CAPTCHA (Fer)

(D) BARCODE (3W&hig) [C]
rEaT—ais of =afdd S Internet T use FAT ©
system 98 fHaif@ st 8 o user 7g™ 2, U WA 7|

39 %’g Teh captcha code show grar ® fored 3T, letters
wd fafig 9 % sound =71fe 819 2

. HTTP = arwad 8— [Jr Acct. TRA-2016]
(A) TREW IR ZEH Teihict
(B) BEW TA TEE TTEH
(C) TRW TR TAH Tod
(D) BTE IR TEE TeIhic] [A]

ATEAT—HTTP 1 90 9™ Hyper Text Transfer
Protocol BT 8| I8 Wi Client 9 Server & Hed
FAFH TG L dos d158 ae W Ruq fet off Sawrze
% EfREe H Exchange &l 81 HTTP &1 3TAN dee
J1ge 99 T ST vg Toran ST B 1eifq e foew o Aa
SR W Geft JeETEe I THE A 2] HTTP 1 JIm
=T 8

. = # 4 sEr e 99 Fee TE 27 U Acct. TRA2016]

(A) TR TEAR (B) RS wRRET
(C) T A (D) oc€ d1ge Al [D]
T3 § fafie Tohr ol SR} a1 hede W 3o

SITSSR 2l Heg ¥ UG Sl 8 | A S S SATGHRIG: H1H
¥ fau Sd & frafafiad E—Internet Explorer (324
THRR), Netscape navigator (Je&hd Afamer), Google
Chrome (TP %), Moxzilla Firefox (HifSie HRRwE),
Safari (¥®T), Opera (3T19T), Microsoft Edge
(HTgghIETT TST) 31T

. S-S o T § OTP T aTcqd 3—Jr Acct. TRA-2016]

(A) 39 g dTEaE

(B) o9 TTEH TTELE

(C) ATett 2feem didmhia

(D) a9 TEH T [B]
=TEaT—E-Banking 1 90 €9 Electronic Banking graT
B\ $-afhm sorercies W @ forfiar @iM-27 ¥ 9gFd €A
21 E-Banking ® user % authentification ¥ OTP T use
g1 71 OTP ¥z feifa st @ fF user real 1 OTP @
7of €9 One time password 2T

. T § @ o= a1 -9 %1 W MR 2 —

(A) SMTP
(C) TCP/IP

(B) FTP [Jr: Acct. TRA-2015]
(D) HTTP [A]



®Dide RAIBIR Mdl Ul

[Junior Accountant : Basics of Computer]

hd

qTsel

10.

11.

12.

FReh e GET W1 ToM et e Stet |ugyt
(ST W) IueTsy oa—

(A) ENIAC (B) EDSAC (C) UNIVAC (D) ENSAC
HE A § QWERTY (F3w@t) foraert g 87
(A) HeEE  (B) Jegsh  (C) HI-aE (D) BHM #1E
TS AT § UTCT ekl o Ta=e o ToT0 SIfehT I2TRT gy
= o 9 foraem su=m fomam SmaT 83—

(A) fefvergr (B) MICR

(C) srehE Tt (D) e
T R TR & .
(A) TSR 3R Hedt-2Tfeeh

(B) Tt IR 3R A erfehm

(C) TEam™ TR 3R RTE R
(D) famrar Fer o e arfeam
foFa A (Key) o1 SU=I &teh Wl 1 Thiest shi TR
U ¥ W Thd & Nk a1 98 B WEwha o= |
Uty TE —

(A) Shift + Del (B) Ctrl + Del

(C) Shift + Cell (D) Ctrl + Delete

aTged | 2 MB 91 #uidt, fAferiaa @ 9 foreres awged
-

(A)2 *1024 * 1024 Bytes (B)2 * 1024 Bytes

(C)2 *1022 * 1022 Bytes (D)2 * 1022 Bytes

Tifaes RAM o weTia gemmati AT T 2 |

(A) St (B) smafied
(C) Trafira fdkm (D) 38 & =i T
UTISHIATEE AT TR (MS-OFFice)..uurrrernenserersennes 21

(A) 3tRfeT fagen (Operating System)

(B) foew @ftes=R (System Software)

(C) T |iweai(Application Software)
(D) 3w a@sft (All of Above)

THIUT AT e TohT FU TR i UEE Tt hi ShiHT ITTcehe
Gl ST Bt 77

(A) Ctrl + V (B) Ctrl + P

(C) Alt +V (D) Alt + P

UTEehiAee 98 U foret =@t 2ae & aftada & foro
(3TIR | ISR 3R TSR ¥ W Hd ) HiAA! 6
(keys) T Teh |1Y ST BT 87

(A) SHIFT + C (B) SHIFT + F3

(C) CTRL + F3 (D) SHIFT + ¢
TH.TH. -3 # Gutter Toroa gafaa 27

(A) #ffiee (B) U1 @1es (C) ISl (D) $vH
ToRE oft FEAT a1 TSt i TRl | USH1d a9 2
....... T ITTNT T U TS hieTH W T €9 TR ATan 2 |

TR 1

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

(A)zfe  (B)¥mmE  (C) e (D) SfRER
TH.UE. A 2019 § FaAE W g g8 9 @ uan
AT ST 8—

(A) 99 | o (B) wiHe aR H

(C) ¥eu o’ | (D) 5 9R |

Teh ek it W e 9t § STeT AT SAThal ht UTH AT
.. THECATAT B

(A) THEIfE (B) stuefen  (C) IwiE (D) et

Teh U1 | UTI8 1T hl WA 37T T W ATATS il
¥ ugF faemew 32—

(A) Copy Format (B) Paste Formate

(C) Format Painter (D) None of these
freaferfa # & FH-w wrien () w9 § wfafEa
87

(A) =SUM(d1+d2+D3) (B) SUM[d1+d2]

(C) =add(d1:d2) (D) =SUM(d1:d10)
......... T ITART FHIFER W TABE M T W &6 oY
feran =T 21

(A) Slide maker Tools  (B) Program

(C) Super slide package (D) Presentation Program
MS Power Point &I Run Dialog Box & Open &% &

fore wrga wHTUS B 7

(A) Powerpnt (B) Pwrpoint

(C) PowerPoint (D) Powerprint
TH.THA. —OTeR WEC W B0 oo HAl & TANT 9

TATSS -1 YIEATA | oAl Wehd & qT
TR @ IaHH FA1ES Al

(A) F5, F7 (B) F6, F8

(C) F7, Shift + F7 (D) F5, Shift + F5
T A el wrger W TRt featzaw & weam @
TIE | AT STl TS FHA hl ThaT THgerTet §—
(A) Transfer (B) Protocol

................ St %

(C) HTTP (D) Network
Toduige Ziarest 28—
(A) =R (B) 9@ (©) fr (D) #w

Fetie W feret o fomar v =it o ot s sheT ST 87
(A) R (B) =S g0 (C) &S (D) e

Id Yt i FeHe ¥ Tig+ AT (display) FH & fow
formehl aTTargaeRd Biedt 27

(A) 3R FARE (B) TF I FEH

(C) T aa TR (D) 3 Tt

TS 99 99 UgH (Valid Web Address) Fe=feifaa o @
HHar 87

(A) www.dakshpublication. com

(B) www.dakshpublication—com



