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126.MS-Word Ho$ g§X ©̂ _| g_mZ gm_J«r (H§$Q>|Q>) H$m EH$ nÌ
100 àmßVH$Vm©Am| H$mo ^oOm OmZm h¡Ÿ& `{X àË`oH$ àmßVH$Vm©
H$m nVm nÌ _| Omo‹S>m OmZm h¡ Vmo h_ à`moJ H$a|Jo—
(A) Eå~oqS>J (B) _ob-_O©
(C) boQ>a H$moS> (D) hm`na qbH$ [B]

ì`m»`m—MS-Word EH$ dS> ©  àm ogoqgJ àH$ma H$m
Application Software h¡& MS-Word Ho$ Mailing Tab
_| Mail Merge H$m option hmoVm h¡& _ob _O© E_.Eg. dS>©
H$s EH$ _hËdnyU© gw{dYm h¡ {OgHo$ _mÜ`_ go EH$ hr nÌ H$mo
AZoH$ ì`pŠV`m| H$mo ôO gH$Vo h¢& _ob _O© MS Word H$m Eogm
\$sMa h¡ {OgHo$ Ûmam g_mZ nÌ `m EH$ hr àH$ma H$s gyMZm
H$B© ì`pŠV`m| `m AbJ-AbJ (àmßVH$Vm©Am|) H$mo ôOr Om
gH$Vr h¡Ÿ& O¡go—Zmo{Q>g, {Z_§ÌU nÌ Am{XŸ&
Master Document>—dh S>m°Š ỳ_|Q> {Og_| g_mZ H$ÝQ>oQ> `m
gyMZm hmoVr h¡Ÿ& Bgo _¡Z S>m°Š`y_|Q> ^r H$hVo h¢Ÿ&
O¡go—{Z_ÝÌU nÌ H$m H$m°_Z ^mJŸ&
Source Document>—Bg S>m°Š`y_|Q> _| gyMZm `m nÌ àmßV
H$aZo dmbo ì`pŠV`m| H$m Zm_ Am¡a nVm hmoVm h¡Ÿ&

127.Or.`y.AmB©. (GUI) H$m nyam Zm_ h¡—
(A) J«m\$ `yO BÝQ>a\o$g
(B) J«m{\$H$b `y{Zdg©b BÝQ>a\o$g
(C) J«m{\$H$b `yOa BÝQ>a\o$g
(D) J«m{\$H$b `y{ZH$ BÝQ>a\o$g [C]

ì`m»`m—GUI H$m nyU© ê$n Graphical User Interface
h¡Ÿ& GUI nÕ{V ỳOa \«¡$ÊS>br h¡ Š`m|{H$ GUI Am°ãOoŠQ> O¡go—
J«m{\$H$b [aàOoÝQ>oeZ, Icon, Cursor, Toolbar Ed§ ~Q>Z Am{X
H$m à`moJ H$aHo$ `yOa {~Zm H$_mÊS>g H$mo OmZo H$åß ỳQ>a H$m use
AmgmZr go H$a gH$Vm h¡Ÿ& Input device _mCg GUI na
AmYm[aV h¡&

128.E_.Eg.dS>©-2010 _| dmQ>a_mH©$ Am°ßeZ ............ _|
{_bVm h¡—
(A) BZgQ>© Q>¡~  BbñQ>́oeZ J«wn
(B) BZgQ>© Q>¡~  qbH$ J«wn
(C) noO bo-AmCQ> Q>¡~  noO ~¡H$J«mCÊS> J«n
(D) noO bo-AmCQ> Q>¡~  Wråg J«wn [C]

ì`m»`m—AmnHo$ S>m°Š`y_|Q> Ho$ noO _| text `m content> Ho$ nrN>o
AWm©V² noO Ho$ background _| Yw±Ybm Ed§ Am^mgr àVrV hmoZo
dmbo Q>oŠñQ> `m B_oO dmQ>a_mH©$ H$hbmVm h¡Ÿ&
O¡go—Watermark Ho$ ê$n _| {d{^ÝZ H$moqMJ g§ñWmZ ZmoQ>g Ho$
nyao Page Ho$ ~¡H$ J«mCÊS> _| g§ñWmZ `m \$sMa H$m Zm_ S>mbVo h¢
Vm{H$ H$moB© Copy Zm H$a gHo$Ÿ&
Water Mark H$m nmW—
Page Layout > Page Page Background group

129.E_.Eg. EŠgob _| Amn EH$ "gob' g{H«$` H$a gH$Vo h¢—
(A) Q>¡~ Hw§$Or X~m H$a (B) gob H$mo pŠbH$ H$a
(C) Eoamo Hw§$Or X~m H$a (D) `o g^r [D]

ì`m»`m—MS Excel _| 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¡& Excel _| {H$gr gob H$mo Tab Key H$mo
press H$aHo$ `m arrow key H$mo `m gob na click H$aHo$
active {H$`m Om gH$Vm h¡&

130.E_.Eg. nm°danm°BÊQ> _| Am°ßeZ ........... Ho$ à`moJ go
EH$ noO na ~hþ-ñbmBS²>g {àÊQ> H$s OmVr h¢—
(A) ñbmBS²>g (B) ZmoQ²>g noOoO
(C) h¡ÊS> AmD$Q²>g (D) AmCQ>bmBZ [C]

ì`m»`m—h¢S>AmCQ> {H$gr ^r àoOoÝQ>oeZ H$s hmS>© H$m°nr `m
{àÝQ>oS> H$m°nr (Printed Copy) hmoVm h¡& Omo Am°{S>̀ §g H$mo
àoOoÝQ>oeZ go R>rH$ nhbo `m àoOoÝQ>oeZ Ho$ Xm¡amZ `m ~mX _| {X`m
OmVm h¡ Vm{H$ Omo àoOoÝQ>oeZ {X`m J`m h¡, Am°{S>̀ §g CgH$mo AmgmZr
go g_P gHo$& EH$ h¡ÊS>AmCQ> H$mo Am°{S>̀ Ýg h¡ÊS> AmCQ> ^r
H$hm OmVm h¡& EH$ h¡ÊS>AmCQ> _| ñbmBS> H$m H§$Q>|Q>, ñnrH$a H$m
Zm_, àoOoÝQ>oeZ H$m CÔoí`, àoOoÝQ>oeZ H$s {XZm§H$, Am°J}ZmBOoeZ
H$s {S>Q>oëg Am{X hmo gH$Vo h¢&

131.O~ Z`m E_.Eg. nm°danm°BÊQ> àoO|Q>oeZ Imobm OmVm h¡ Vmo
boâQ> n¡Zb na CnbãY Q>¡~ hmoVo h¢—

gm°ëdS> nona

amOñWmZ bmoH$ godm Am`moJ, AO_oa Ûmam Am`mo{OV

boImH$ma/H${Zð> boImH$ma ^Vu narjm 2013 [Re-exam]

EXAM DATE : 04-12-2016

df© 2013 _| {dkpßV Omar hwB© VWm df© 2015 _| narjm hþB© bo{H$Z aÔ hmoZo H$s dOh go `h narjm 4 {Xgå~a 2016 H$mo Am`mo{OV hþB©&
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126.{ZåZ _| go H$m¡Z gm E_.Eg. dS>© _| \$m°ÝQ> ñQ>mBb Zht h¡—
(A) Bold (B) Superscript$
(C) Regular (D) Italics [B]

ì`m»`m—MS-Word _| \$m°ÝQ> ñQ>mBb ~moëS>, BQ>m{bH$, aoJwba
hmoVr h¡ Omo \$m_}qQ>J Qy>b~ma _| pñWV hmoVr h¡Ÿ&
ZmoQ…—MS Word _| By default \$m°ÝQ> ñQ>mBb aoJwba
(Regular) hmoVr h¡Ÿ&
Bold—MwZo hþE eãXm| H$mo Jham H$aZmŸ& O¡go—daksh
Bold hoVw em°Q>©H$Q> Ctrl + B hmoVr h¡Ÿ&
Italic—eãXm| H$m {VaN>m {bIZmŸ& O¡go—daksh
BQ>m{bH$ hoVw em°Q>©H$Q> Ctrl + I hmoVr h¡Ÿ&
Underline—eãXm| Ho$ ZrMo bmBZ O¡go—daksh
Underline hoVw em°Q>©H$Q> Ctrl + U hmoVr h¡Ÿ&
ZmoQ…—Subscript Ûmam Ajam| Ho$ AmYma _| AÝ` Aja {bIo
OmVo h¢& O¡go -  H2SO4

127.{ZåZ _| go H$m¡Z gm B©-_ob H$m ñnoeb àmoQ>moH$m°b h¡—
(A) SMTP (B) FTP
(C) TCP/IP (D) HTTP [A]

ì`m»`m—E-mail ^oOZo hoVw AWm©V² B©-_ob gd©a _| SMTP
(qgnb _ob Q́>m§g\$a àmoQ>moH$m°b) à ẁº$ hmoVm h¡&
Email (Electronic Mail) go gå~ÝY aIZo dmbo Protocol
{ZåZmZwgma h¢—
SMTP—SMTP àmoQ>moH$m°b H$m nyU© ê$n Simple Mail
Transfer Protocol hmoVm h¡& `h TCP/IP AmYm[aV
Application Layer Protocol h¡&
POP3—POP H$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$b B©-
_ob gm°âQ>dò a ŠbmBÝQ> Ûmam {X`m OmVm h¡&
ZmoQ>—POP3 H$m BñVo_mb SMTP Ho$ gmW `m CgHo$ {~Zm ^r
{H$`m Om gH$Vm h¡&

128.H§$ß`yQ>a H$mo ~yQ> H$aZo Ho$ {bE Š`m Oê$ar h¡—

(A) S>r.~r.E_.Eg. (B) _moS>o_$
(C) Am°naoqQ>J {gñQ>_ (D) E_.Eg. Am°{\$g [C]

ì`m»`m—OS (Operating System) EH$ {gñQ>_ gm°âQ>dò a
h¡, Omo H$åß`yQ>a {gñQ>_ Ho$ g_ñV H$m`m] H$mo g§Mm{bV Ed§ {Z`§{ÌV
(Operate & Control) H$aVm h¡Ÿ&
Am°naoqQ>J {gñQ>_ H$åß`yQ>a Ho$ {bE EH$ A{V Amdí`H$ Ed§
_yb^yV gm°âQ>dò a h¡ AWm©V² EH$ H$åß`yQ>a {H$gr H$m`© H$mo H$aZo
hoVw ñQ>mQ>© (Start) ^r V^r hmoJm, O~ Cg_| Am°naoqQ>J {gñQ>_
hmoJmŸ AWm©V² EH$ H$åß`yQ>a _| ~yqQ>J àmogog V^r ewê$ hmoJr O~
Cg_| Am°naoqQ>J {gñQ>_ hmoJm&

129.{ZåZ _| go H$m¡Z gm \$m°_y©bm EŠgob Ho$ {bE JbV VarHo$
go {bIm J`m h¡—
(A) = 97 + 45 (B) = C8 × B1$
(C) 97 + 45 (D) = C9 + 16 [C]

ì`m»`m—M.S. Excel _| àË`oH$ Formula H$s ewéAmV =
Ho$ {M• Ho$ gmW hmoVr h¡ AV… 97+ 45 JbV VarHo$ go à{dð>
h¡&

130.Omo gw{dYm Ho$ {bE EH$ ñbmBS> go ~mha {ZH$mbVm h¡ Am¡a
EH$ AÝ` _| àdoe H$aVm h¡, Ho$ ~rM _| J{V à^md bmJy
H$aZo Ho$ {bE à`moJ {H$`m OmVm h¡—
(A) ñbmBS> {S>OmBZ (B) ñbmBS> Q>́m§{OeÝg$
(C) EZr_oeÝg AmoãOoŠQ²>g (D) EZmo_oeÝg ñH$s_ [B]

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$Vo h¢&
Q>́m§{OeZ à^md (Transitions Effect) {H$gr ñbmBS> _| J{V
à^md (Motion Effect) bmJy H$aVm h¡& `h Transition
Tab _| CnbãY ahVm h¡&
ZmoQ…>—EH$ ñbmBS> na EH$ hr Q́>m§{OeZ à^md bmJy hmoVm h¡&

gm°ëdS> nona

amOñWmZ bmoH$ godm Am`moJ, AO_oa Ûmam Am`mo{OV

boImH$ma/H${Zð> boImH$ma ^Vu narjm 2013

EXAM DATE : 02-08-15

df© 2013 _| {dkpßV Omar hwB© VWm df© 2015 _| narjm hþB© bo{H$Z `h nona aÔ hmo J`m&
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gm°ëdS> nona

amOñWmZ bmoH$ godm Am`moJ, AO_oa Ûmam Am`mo{OV

boImH$ma/H${Zð> boImH$ma ^Vu narjm 2011

EXAM DATE : 03-01-2011

126.EŠgob _| E 1 go E 8 gob VH$ XO© g§»`mAm| H$m Hw$b `moJ
kmV H$aZo H$m gyÌ h¡—
(A) =sum(A1:A8) (B) =sum(A1+A8)
(C) =sum(A1,A8) (D) CnamoŠV _| go H$moB© Zht [A]

ì`m»`m—M.S. Excel H$m à`moJ gm§p»`H$s JUZm
(Statistical calculation) H$m H$m`© H$aZo hoVw hmoVm h¡&
EŠgob _| H$moB© formula enter H$m àmê$n—
= formula H$m Zm_ (dh S>mQ>m {Og na JUZm H$aZr h¡)
Excel _| cell A1 go A8 Cell VH$ H$s Cell H$m `moJ—
= Sum(A1:A8)
Sum function H$m à`moJ U `moJ H$aZo hoVw hmoVm h¡&

127.E_.Eg.EŠgob _| ~ZmB© JB© \$mBb H$m \$mBb EŠgQ>|eZ
hmoVm h¡—
(A) .doc (B) .exe
(C) .exel (D) .xls [D]

ì`m»`m—File H$m extension file H$m àH$ma ~VmZo hoVw hmoVm
h¡& Microsoft EŠgob H$s \$mB©b H$m EŠñQ>|eZ .xls Ed§ .xlsx
hmoVm h¡ VWm MS Word, Ms Power Point VWm MS Paint
\$mBb H$m EŠgQ>|eZ H«$_e… .docx, .pptx VWm .JPG hmoVm h¡&
ZmoQ>…—MS Excel H$s Q>oånboQ> \$mBb H$m EŠgQ>|eZ .xlts
hmoVm h¡&

128.RAM H$mo H$hVo h¢—
(A) arS> EŠgog _o_moar (B) arS> Am°âQ>a _o_moar
(C) aoÝS>_ EŠgog _o_moar (D) aoÝS>_ Am°âQ>a _o_moar [C]

ì`m»`m—RAM _| aIm Data `m Content nm°da gßbmB©
~§X hmoVo hr Zï> hmo OmVm h¡ Bg{bE Bgo ZmedmZ _o_moar H$hVo

h¢Ÿ& RAM _| S>mQ>m god aIZm h¡ Vmo nm°da gßbmB© bJmVma ahZr
Mm{hEŸ& O~ `yOa {H$gr EßbrHo$eZ na H$m ©̀ H$aVm h¡ Vmo Cg
g_` AñWmB© ê$n go Cg EßbrHo$eZ H$m S>mQ>m RAM _| àmogoqgJ
Ho$ {bE ñQ>moa ahVm h¡Ÿ&
RAM H$mo Random Access Memory H$hm OmVm h¡&

129.gm_mÝ`V… BÝQ>aZoQ> _| AmB©.nr. ES>́og H$m gmBO hmoVm h¡—
(A) 24 {~Q> (B) 64 {~Q>
(C) 32 {~Q> (D) 16 {~Q> [C]

ì`m»`m—IP H$m nyU© ê$n Internet Protocol hmoVm h¡& IP
EŚ>og H$m à`moJ H$aHo$ {d{^Þ do~gmBQ>g Ed§ devices H$mo
identify {H$`m OmVm h¡& BÝQ>aZoQ> àmoQ>moH$m°b ES´o>g J{UVr`
A§H$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$ IP address (AmB©nr EŚo>g) {H$gr ^r ZoQ>dH©$ {S>dmBg H$mo
EH$ {d{eï> nhMmZ (Unique Identity) àXmZ H$aVm h¡&
AmB© nr EŚo>g Ho$ _mÜ`_ go hr ZoQ>dH©$ _| {S>dmBg H$mo AbJ-
AbJ {H$`m OmVm h¡&
IP Address H$m CXmhaU- 172.16.254.1
IP Addresss {ZåZ \$m°_}Q> _| hmoVo h¢-IPv4, IPv6
IPv4 32 {~Q> EŚ>og H$m >use H$aVm h¡&>

130.WWW H$mo H$hVo h¢—
(A) World Wide Web (B) World With Web
(C) Web Wide World (D) Web With World [A]

ì`m»`m—dëS©> dmBS> do~ na CnbãY g^r do~gmBQ> Ho$ àË`oH$
noO H$mo Web Page (do~ noO) H$hm OmVm h¡&



11Unit-I :: Introduction to Computer & Windows

1 H$åß`yQ>a H$m n[aM`
[Introduction of Computer]

 1. USB nmoQ>© H$m VmËn`© h¡— [Jr. Acct. TRA-2016]

(A) `yZmBQ>oS> gr[a`b ~g nmoQ>©
(B) `y{Zdg©b gr[a`b ~g nmoQ>©
(C) `y{Zdg©b {gŠd|{e`b ~g nmoQ>©
(D) `y{Zdg©b gr[a`b BIOS nmoQ>© [B]

ì`m»`m—H$åß`yQ>a {gñQ>_ _| BÝQ>aZb (Internal) ê$n go Zm Ow‹S>H$a
~mha go Ow‹S>o hþE CnH$aU Peripheral (n[aYr`) CnH$aU H$hbmVo h¢Ÿ&
H$åß`yQ>a Ed§ no[a\o$ab CnH$aUm| Ho$ _Ü` g§dmX (Communication)
hoVw USB (Universal Serial Bus) H$m à`moJ {H$`m OmVm h¡Ÿ&
Input Ed§ Output Device ^r USB Ho$ _mÜ`_ go H$åß`yQ>a go
Ow‹S>Vo h¢Ÿ&

 2. {Mßg H$mo ~ZmZo Ho$ {bE {ZåZ _| go Š`m H$m_ _| {b`m OmVm
h¡— [Jr. Acct. TRA-2015]

(A) H§$Q>́mob ~g (B) go_rH§$S>ŠQ>a$
(C) H§$Q>́mob `y{ZQ> (D) no[aQ>r `y{ZQ> [B]

ì`m»`m—H$åß`yQ>a H$s Third Generation 1964 go 1975 Ho$
_Ü` {dH${gV hþB©Ÿ&
Bg nr‹T>r H$m Main Component IC Wm {OgH$m nyU© ê$n
Integrated Circuit (EH$sH¥$V n[anW) hmoVm h¡Ÿ& IC EH$ Eogr
{Mn `m _mBH«$mo{Mn h¡, Omo{H$ Semiconductor Silicone go ~Zr
hmoVr h¡ Ed§ Bg {Mn na H$B© gmao Electronic Component O¡go—
Transistor, Diode, Register Am{X Ow‹S>o hmoVo h¢Ÿ&
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UNIT-‘I’

[Introduction to Computer & Windows : Input/output Devices, Memory, PORTs, Windows Explorer

Menu, Managing Files & Folders, Setup & Accessories, Formatting, Creating CD/DVD.]

Jr. Acct. & TRA narjm _| "H$åß`yQ>a H$m n[aM`' na nyN>o J ò àíZmoÎma

{d{^ÝZ à{V`moJr narjmAm| _| "H$åß ỳQ>a H$m n[aM`' na nyN>o J ò àíZmoÎma

 1. H$åß`yQ>a eãX {OgH$m AW© g§JUH$ h¡, {H$g ^mfm go ~Zm h¡?
[{X„r nw{bg h¡S> H$m§ñQ>o~b narjm]

(A) \«$m§grgr (B) b¡{Q>Z (C) CXy© (D) g§ñH¥$V [B]

 2. H$åß`yQ>a eãX H$s CËn{Îm {H$g eãX go hþB© h¡?
(A) A§J«oOr ^mfm Ho$ Compute go
(B) b¡{Q>Z ^mfm Ho$ Computare go
(C) A§J«oOr ^mfm Ho$ Compare go
(D) A d B XmoZm|  [D]

ì`m»`m (1-2)—H$åß`yQ>a (Computer) eãX b¡{Q>Z ^mfm Ho$
Computare Ed§ A§J«oOr ^mfm Ho$ Compute eãX go ~Zm h¡Ÿ&
gm_mÝ`V`m XmoZm| eãXm| H$m gå~ÝY JUZm H$aZo go h¡Ÿ&

 3. H$åß`yQ>a H$mo {hÝXr _| Š`m H$hm OmVm h¡?
(A) g§JUH$ (B) n[aH$bH$
(C) A{^H${bÌ (D) CnamoŠV g^r  [D]

ì`m»`m—H$åß`yQ>a (Computer) Vrd« ê$n go JUZmE± H$aZo dmbr
ñdMm{bV BboŠQ>́m°{ZH$ _erZ h¡, {Ogo {hÝXr _| g§JUH$ `m n[aH$bH$
AWdm A{^H${bÌ H$hm OmVm h¡, BZ g^r Zm_m| H$m gå~ÝY JUZm
go h¡Ÿ&

 4. {díd H$åß ỳQ>a gmjaVm {Xdg à{Vdf© H$~ _Zm`m OmVm h¡?
[amO. Oob àhar 27.10.2018], [{X„r nw{bg H$m§ñQ>o~b narjm]

(A) 2 {Xgå~a (B) 5 OwbmB©
(C) 15 Zdå~a (D) 2 Zdå~a [A]

ì`m»`m—{díd H$åß ỳQ>a gmjaVm {Xdg àË`oH$ df© 2 {Xgå~a
H$mo _Zm`m OmVm h¡Ÿ& `h {Xdg {S>{OQ>b gmjaVm Ed§ H$åß`yQ>a H$m¡eb
H$mo ~‹T>mdm XoZo hoVw _Zm`m OmVm h¡Ÿ& {díd H$åß`yQ>a gmjaVm {Xdg

nhbr ~ma 2 {Xgå~a, 2001 H$mo _Zm`m J`mŸ& Bg {XZ H$s ewê$AmV
_yb ê$n go ^maVr` H$åß`yQ>a H$ånZr NIIT (National Institute
of Information Technology) Ûmam 2001 _| H$s JB©Ÿ&

 5. H$åß`yQ>a {ZåZ _| go H$m¡Zgr ^mfm g_PVm h¡?
(A) _erZr ^mfm (B) ~mBZar ^mfm
(C) (A) & (B) XmoZm| (D) Cnamoº$ _| go H$moB© Zht[C]

 6. H$m¡Zgr ^mfm H$åß`yQ>a Ho$ Ûmam {~Zm AZwdmX {H$E g_Pr OmVr
h¡? [amO. nQ>dma àr. narjm 2015]
(A) _erZr (B) Agoå~br
(C) hmB©bodb (D) Cn ẁ©º$ g^r [A]

ì`m»`m (5-6)—H$åß`yQ>a EH$ ñdMm{bV BboŠQ́>m°{ZH$ _erZ h¡, Omo
_mZdr` ^mfm H$mo Zht g_PVm h¡Ÿ& H$åß`yQ>a H$mo {ZX}e XoZo hoVw _erZr
^mfm à`wŠV hmoVr h¡Ÿ&
_erZr ^mfm (Machine Language) H$åß`yQ>a H$s AmYma^yV ^mfm
hmoVr h¡, {Ogo H$åß`yQ>a grYo-grYo AWm©V² {~Zm {H$gr AZwdmX Ho$
g_P boVm h¡Ÿ& _erZr ^mfm hr ~mBZar ^mfm h¡ Š`m|{H$ `h ~mBZar
H$moS> 0 Ed§ 1 _| {bIr OmVr h¡Ÿ&

 7. {díd Ho$ nhbo JUH$ `ÝÌ H$s ImoO MrZ _| hþB©, {OgH$m Zm_ h¡—
(A) _mH©$-I (B) A~oH$g
(C) `y{Zd¡H$ (D) {S>\$a|g B§OZ [B]

 8. ~o~rbmoZ _| {dH${gV hþE JUH$ `§Ì A~oH$g H$mo OmnmZ _| Š`m
H$hm OmVm h¡?
(A) E~oH$g (B) gmamo~mZ
(C) H¡$bHw$boQ>a (D) CnamoŠV _| go H$moB© Zht [B]

ì`m»`m (7-8)—Xw{Z`m _| JUZm hoVw à`wŠV g~go nhbm `§Ì
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4 _o_moar
[Memory]

 1. H$åß`yQ>a Ho$ g§X ©̂ _|, DVD H$m VmËn`© h¡—
(A) {S>{OQ>b d{Q>©H$b {S>ñH$ [Jr. Acct. TRA-2016]

(B) {S>{OQ>b dr{S>`mo S>́mBda
(C) {S>{OQ>b dg}Q>mBb {S>ñH$
(D) {S>{OQ>b dmoë`y_ {S>dmBg [C]

ì`m»`m—DVD d¥ÎmmH$ma AmH$ma dmbr EH$ Am°pßQ>H$b ñQ>moaoO hr
h¡ {OgH$m nyam Zm_ Digital Versatile Disc/Digital Video
Disc hmoVm h¡Ÿ&
BgH$m ì`mg 4.7 B§M Ed§ ñQ>moaoO j_Vm 4.7 GB go 17 GB
hmoVr h¡Ÿ&

 2. 1 JrJm~mBQ> = .............. _oJm~mBQ> = .............. {H$bmo~mBQ>—
(A) 1024, 1024 × 1024 [Jr. Acct. TRA-2016]
(B) 1024 × 1024, 1024
(C) 512, 1024
(D) 1024, 512 [A]

ì`m»`m— 1 GB = 1024 MB
= 1024 × 1024 KB

[1 MB = 1024 KB]
 3. RAM H$mo H$hVo h¢— [Jr. Acct. TRA-2015]

(A) arS> EŠgog _o_moar (B) arS> Am°âQ>a _o_moar
(C) aoÝS>_ EŠgog _o_moar (D) aoÝS>_ Am°âQ>a _o_moar [C]

ì`m»`m—RAM _| aIm Data `m Content nm°da gßbmB© ~§X
hmoVo hr Zï> hmo OmVm h¡ Bg{bE Bgo ZmedmZ _o_moar H$hVo h¢Ÿ&
RAM _| S>mQ>m god aIZm h¡ Vmo nm°da gßbmB© bJmVma ahZr Mm{hEŸ&
O~ ỳOa {H$gr EßbrHo$eZ na H$m`© H$aVm h¡ Vmo Cg g_` AñWmB©
ê$n go Cg EßbrHo$eZ H$m S>mQ>m RAM _| àmogoqgJ Ho$ {bE ñQ>moa
ahVm h¡Ÿ&
RAM H$mo Random Access Memory H$hm OmVm h¡&

 4. S>r.dr.S>r. {H$gH$m àH$ma h¡? [Jr. Acct. TRA-2015]

(A) Zm°Z dmoboQ>mBb ñQ>moaoO (B) _o½Zo{Q>H$ ñQ>moaoO
(C) go_rH$ÝS>ŠQ>a ñQ>moaoO (D) dmoboQ>mBb ñQ>moaoO [A]

ì`m»`m—DVD d¥ÎmmH$ma AmH$ma dmbr EH$ Am°pßQ>H$b ñQ>moaoO hr

h¡ {OgH$m nyam Zm_ Digital Versatible Disc/Digital Video
Disc hmoVm h¡Ÿ&

BgH$m ì`mg 4.7 B§M Ed§ ñQ>moaoO j_Vm 4.7 GB go 17 GB
hmoVr h¡Ÿ&

 5. {ZåZ _| go H$m¡Z-gr sequential device h¢?
[Jr. Acct. TRA-2015]

(A) _o½Zo{Q>H$ {S>ñH$ (B) Am°n{Q>H$b {S>ñH$

(C) _o½Zo{Q>H$ Q>on (D) CnamoŠV g^r [C]

ì`m»`m—g¡Ho$ÊS>ar ñQ>moaoO _| ñQ>moa S>mQ>m H$mo n‹T>Zo hoVw 2 Method
à`wŠV hmoVo h¢Ÿ&

Sequential Access ({gŠd|{e`b EŠgog)—Bg_| S>mQ>m

H«${_H$ ê$n go n‹T>m OmVm h¡ O¡go AmnH$mo 5 d|  Zå~a na ñQ>moa S>mQ>m

H$mo n‹T>Zm h¡ Vmo Bggo nhbo 1 go 4 H$mo n‹T>Zm hmoJm Bg{bE Bg_| S>mQ>m

H$mo erK«Vm go Zht n‹T>m Om gH$VmŸ&

CXmhaU—Magnetic Tape (_¡½Zo{Q>H$ Q>on)

Bg _¡ÏS> H$mo Use H$aZo dmbo {S>dmBg SAD (Sequential Access
Device) hmoVo h¢Ÿ&
Direct Access (S>m`aoŠQ> EŠgog)—Bg_| S>oQ>m H$mo a¡ÊS>_ H«$_ _|

n‹T>m OmVm h¡ O¡go 5d| Zå~a H$m nyam S>mQ>m n‹T>Zm h¡ Vmo S>m`aoŠQ> n‹T>

gH$Vo h¢, Bggo S>mQ>m H$mo erK«Vm go (Ëd[aV J{V go) n‹T> gH$Vo h¢ Ed§

g_` H$s ~MV hmo OmVr h¡Ÿ&

CXmhaU—Hard Disk, CD, DVD
Bg_| à`wŠV {S>dmBg DAD (Direct Access Device) hmoVo h¢Ÿ&

 6. EH$ gm°âQ>dò a Omo {H$ amo_ _| ñQ>moa hmoVm h¡, H$hVo h¢—
(A) hmS>©dò a (B) \$_©dò a [Jr. Acct. TRA-2015]

(C) _m°{ZQ>a (D) bmo‹S>a [B]

ì`m»`m—\$_©dò a EH$ àH$ma H$m Software hmoVm h¡ Omo ROM _|

Store hmoVm h¡& ROM _| BIOS Program ^r Store hmoVm h¡&

Jr. Acct. & TRA narjm _| "_o_moar' na nyN>o J ò àíZmoÎma

{d{^ÝZ à{V`moJr narjmAm| _| "_o_moar' na nyN>o J ò àíZmoÎma

 1. Q>_© _o_moar {ZåZ _| go {H$gHo$ {bE à`wŠV hmoVm h¡?
(A) bm°{OH$ (B) àmogog
(C) ñQ>moaoO (D) Cn ẁ©ŠV g^r [C]

 2. H$åß`yQ>a _| .......... dh BboŠQ>́m°{ZH$ ñWmZ h¡, Ohm± S>mQ>m,
gyMZm Ed§ àmoJ«m_ g§J«{hV hmoVo h¢Ÿ&
(A) S>mQ>m (B) _o_moar
(C) _m°{ZQ>a (D) _moS>o_  [B]
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1 dS>© àmogoqgJ (E_.Eg. dS>©)
[Word Processing (M.S. Word)]

 1. MS-Word Ho$ g§X ©̂ _| g_mZ gm_J«r (H§$Q>|Q>) H$m EH$ nÌ
100 àmßVH$Vm©Am| H$mo ôOm OmZm h¡Ÿ& `{X àË`oH$ àmßVH$Vm© H$m
nVm nÌ _| Omo‹S>m OmZm h¡ Vmo h_ à`moJ H$a|Jo—

[Jr. Acct. TRA-2016]
(A) Eå~oqS>J (B) _ob-_O©
(C) boQ>a H$moS> (D) hm`na qbH$ [B]

ì`m»`m—MS-Word EH$ dS>© àmogoqgJ àH$ma H$m Application
Software h¡& MS-Word Ho$ Mailing Tab _| Mail Merge
H$m option hmoVm h¡& _ob _O© E_.Eg. dS>© H$s EH$ _hËdnyU© gw{dYm
h¡ {OgHo$ _mÜ`_ go EH$ hr nÌ H$mo AZoH$ ì`pŠV`m| H$mo ^oO gH$Vo
h¢& _ob _O© MS Word H$m Eogm \$sMa h¡ {OgHo$ Ûmam g_mZ nÌ `m
EH$ hr àH$ma H$s gyMZm H$B© ì`pŠV`m| `m AbJ-AbJ
(àmßVH$Vm©Am|) H$mo ^oOr Om gH$Vr h¡Ÿ& O¡go—Zmo{Q>g, {Z_§ÌU nÌ
Am{XŸ&
Master Document>—dh S>m°Š ỳ_|Q> {Og_| g_mZ H$ÝQ>oQ> `m gyMZm
hmoVr h¡Ÿ& Bgo _¡Z S>m°Š`y_|Q> ^r H$hVo h¢Ÿ&
O¡go—{Z_ÝÌU nÌ H$m H$m°_Z ^mJŸ&
Source Document>—Bg S>m°Š`y_|Q> _| gyMZm `m nÌ àmßV H$aZo
dmbo ì`pŠV`m| H$m Zm_ Am¡a nVm hmoVm h¡Ÿ&

 2. E_.Eg.dS>©-2010 _| dmQ>a_mH©$ Am°ßeZ ............ _| {_bVm
h¡— [Jr. Acct. TRA-2016]

(A) BZgQ>© Q>¡~  BbñQ>́oeZ J«wn
(B) BZgQ>© Q>¡~  qbH$ J«wn
(C) noO bo-AmCQ> Q>¡~  noO ~¡H$J«mCÊS> J«n
(D) noO bo-AmCQ> Q>¡~  Wråg J«wn [C]

ì`m»`m—AmnHo$ S>m°Š`y_|Q> Ho$ noO _| text `m content> Ho$ nrN>o
AWm©V² noO Ho$ background _| Yw±Ybm Ed§ Am^mgr àVrV hmoZo dmbo
Q>oŠñQ> `m B_oO dmQ>a_mH©$ H$hbmVm h¡Ÿ&
O¡go—Watermark Ho$ ê$n _| {d{^ÝZ H$moqMJ g§ñWmZ ZmoQ>g Ho$ nyao
Page Ho$ ~¡H$ J«mCÊS> _| g§ñWmZ `m \$sMa H$m Zm_ S>mbVo h¢ Vm{H$
H$moB© Copy Zm H$a gHo$Ÿ&
Water Mark H$m nmW—
Page Layout > Page Page Background group

 3. WS Word _| H$Q>, H$m°nr VWm noñQ> H$_m§S>²g Ho$ {bE, H«$_e…
{ZåZ em°Q>©H$Q> Hw§${O`m| H$m à`moJ {H$`m OmVm h¡—
(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) Ctrl + X, Ctrl + C, Ctrl + V [D]

ì`m»`m—MS Word _| à ẁŠV Shortcut>—
Ctrl + C Selected text `m Document H$mo H$m°nr H$aHo$
pŠbn~moS>© na bmZmŸ&
Ctrl + X  Selected text> `m Document H$mo H$Q> H$aHo$
pŠbn~moS>© na bmZmŸ&
Ctrl + V H$Q> `m H$m°nr S>mQ>m H$mo Paste> H$aZmŸ&

 4. E_.Eg.dS>©, EH$ CXmhaU h¡— [Jr. Acct. TRA-2016]

(A) Am°naoqQ>J {gñQ>_ (B) àmogoqgJ {S>dmBg
(C) EßbrHo$eZ gm°âQ>dò a (D) BZnwQ> {S>dmBg [C]

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&

 5. E_.Eg.dS>© _|, Q>oŠñQ> H$mo _Ü` _| AbmBZ H$aZo Ho$ {bE Omo
H$r-~moS>© H$_m§S> H$m_ _| AmVr h¡ [Jr. Acct. TRA-2015]

(A) Ctrl+C (B) Ctrl+T
(C) Ctrl+E (D) Ctrl+Y [C]

ì`m»`m—MS Word _| n¡amJ«m\$ H$mo ì`dpñWV H$aZo hoVw 4 àH$ma
Ho$ Q>oŠñQ> AbmBZ_|Q> hmoVo h¢Ÿ&
Left Align — Selected Text H$mo ~m`t Amoa {eâQ> H$aVm h¡

em°Q>©H$Q> - Ctrl+L
Right Align — Selected Text H$mo Xm̀ t Amoa AbmBZ> H$aVm h¡

em°Q>©H$Q> - Ctrl+R
Centre Align — Selected Text H$mo _Ü` (Ho$ÝÐ) _|

AbmBZ H$aZo hoVw
em°Q>©H$Q> - Ctrl+E

Justify Align — Selected Text Ho$ XmoZm| Amoa g_mZ _m{O©Z
àXmZ H$aVm h¡Ÿ&
em°Q>©H$Q> - Ctrl+J

ZmoQ…>—MS Word _| By default Q>oŠñQ> AbmBZ_|Q> Left
(boâQ>) hmoVm h¡Ÿ&

 6. dS>© d«on \$sMa hmoVm h¡ [Jr. Acct. TRA-2015]

(A) Oê$aV Ho$ AZwgma Q>oŠñQ> H$mo AnZo Amn Xygar bmBZ _| bo OmVm h¡Ÿ&
(B) S>m°Š`y_|Q> Ho$ g~go ZrMo AmVm h¡Ÿ&$
(C) Q>oŠñQ> Ho$ D$na {bIZo H$mo AZw_V H$aVm h¡Ÿ&
(D) BZ_| go H$moB© Zht [A]

ì`m»`m—Word Wrap V~ à`wŠV hmoVm h¡ O~ AmnH$m Q>oŠñQ>
AnZo Amn EH$ bmBZ go Xygar bmBZ AWdm EH$ gob go Xygar gob
_| Mbm OmVm h¡ Ed§ Amn Cgo EH$ bmBZ `m EH$ gob _| hr aIZm
MmhVo h¢Ÿ&

UNIT-‘II’

[Word Processing & Presentations : Menu Bars, Managing Documents & Presentations,

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

Jr. Acct. & TRA narjm _| "dS>© àmogoqgJ (E_.Eg. dS>©)' na nyN>o J ò àíZmoÎma
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1 ñàoS>erQ> gm°âQ>dò a (E_.Eg. EŠgob)
[Spread Sheet Software (MS-Excel)]

 1. E_.Eg. EŠgob _| Amn EH$ "gob' g{H«$` H$a gH$Vo h¢—
[Jr. Acct. TRA-2016]

(A) Q>¡~ Hw§$Or X~m H$a (B) gob H$mo pŠbH$ H$a
(C) Eoamo Hw§$Or X~m H$a (D) `o g^r [D]

ì`m»`m—MS Excel _| 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¡& Excel _| {H$gr gob H$mo Tab Key H$mo press H$aHo$ `m
arrow key H$mo `m gob na click H$aHo$ active {H$`m Om gH$Vm h¡&

 2. E_.Eg. EŠgob _| gob A1 go gob A10 H$m `moJ H$aZo Ho$ {bE
gyÌ h¡— [Jr. Acct. TRA-2016]
(A) = SUM(A1 : A10)
(B) #Add(A1 to A10)
(C) = SUM (A1 to A10)
(D) = SUM A1 : SUM A10 [A]

ì`m»`m—MS Excel _| formula {Z_m©U H$m àmê$n = \$m_y©bm
H$m Zm_ (dh S>mQ>m {Og na JUZm H$aZr h¡)&
MS Excel _| gob A1 go gob A10 VH$ H$m `moJ—

= s um (A1 :A10)

Function Cell range
 3. E_.Eg. EŠgob _| ~ZmE JE MmQ>© _| S>oQ>m ûm¥§IbmAm| AWdm

lo{U`m| H$mo {X`o J`o n¡Q>Z© Ed§ a§Jm| H$s nhMmZ H$amZo dmbm
~m°Šg .......... H$hbmVm h¡— [Jr. Acct. TRA-2016]

(A) boO|S> (B) MmQ>© E[a`m
(C) S>mQ>m bo~b (D) ßbmoQ> E[a`m [A]

ì`m»`m—MS Excel _| MmQ>© Ho$ E{b_oÝQ> Axes, Titles, Data
label, Legend, trend line, data series, error bars Am{X
h¢&
{bO|S> (Legend)— BgHo$ _mÜ`_ go {H$gr MmQ>© _| à`wº$ aoImAm|,
H$m°b_m| Ed§ a§Jm| H$m AW© ~Vm`m OmVm h¡&

 4. _¡À`mo[aQ>r na ã`mO H$m ^wJVmZ H$aZo dmbr {gŠ`w[aQ>r Ho$ {bE,
EH$‹S> (Cnm{O©V) ã`mO bm¡Q>mZo dmbm MS-Excel \§$ŠeZ h¡—

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

(C) INT_ACCRUED (D) MINTACCR [B]

ì`m»`m—ACCRINT \§$ŠeZ MS Excel _| EH$ financial
function h¡& Bg \§$ŠeZ H$m à`moJ Amd{YH$ AmYma na ã`mO H$s
JUZm H$aZo hoVw hmoVm h¡&
ACCRINT \§$ŠeZ EH$ g§»`mË_H$ _mZ bm¡Q>mVm h¡&

 5. {ZåZ _| go H$m¡Zgm S>oQ>m Q>mBn E_.Eg. EŠgob _| _mÝ` Zht
hmoVm h¡? [Jr. Acct. TRA-2016]
(A) Number (B) Character
(C) Label (D) Date/Time [B]

ì`m»`m—M.S. Excel _| cells _| 3 àH$ma H$m data hmoVm h¡&
Labels, values and formulas
LabelLabel text Ho$ ê$n _| hmoVm h¡ - Names, Months
Am{X&
ValueValues generally raw number Am¡a data hmoVr h¡&
Formula :  EŠgob _| \$m°_y©bm {H$gr ^r calculation H$mo perform
H$aZo hoVw instruction àXmZ H$aVm h¡&

 6. EH$ dH©$erQ> _| "amo' d "H$m°b_' H$m BÊQ>agoŠeZ Š`m H$hbmVm
h¡? [Jr. Acct. TRA-2016]

(A) H$m°b_ (B) d¡ë`y (C) ES>́og (D) gob [D]

ì`m»`m—MS Excel _| 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

UNIT-‘III’

[Spread Sheets : Excel Menu Bar, Entering Data, Basic Formula & Presentations, Text

Formatting, Navigating, Charts, Page Setup, Printing, Spread Sheets for Accounting]
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1 d{Hª$J {dW B§Q>aZoQ> Ed§ B©-_ob
[Working with Internet and E-mails]

 1. dëS>© dmBS> do~ noOoO Ho$ {Z_m©U _| àm`… {ZåZ _| go {H$g ^mfm
H$m à`moJ {H$`m OmVm h¡? [Jr. Acct. TRA-2016]
(A) URL (B) IRC
(C) NIH (D) HTML [D]

ì`m»`m—{H$gr ^r do~ na CnbãY do~ g§gmYZm| (Web
Resources) H$m o  HTML (Hyper Test Markup
Language) _| {bIm OmVm h¡, do~ ~«mCOa O~ Bg H$moS> H$mo n‹T>Vm
h¡ V~ OmH$a do~ _| _m¡OyX gm_J«r H$mo `yOa XoI, gwZ Ed§ n‹T> nmVm
h¡Ÿ&
do~ ~«mCOa EH$ àH$ma H$m Eogm EßbrHo$eZ gm°âQ>dò a h¡ Omo dëS>©
dmBS> do~ na CnbãY {H$gr ^r do~gmBQ> H$s gyMZmAm| H$mo `yOa Ho$
H$åß`yQ>a na àX{e©V H$aVm h¡Ÿ&

 2. B§Q>aZoQ> h¡— [Jr. Acct. TRA-2016]

(A) do~gmBQ> (B) hmoñQ>
(C) gd©a (D) ZoQ>dH©$ Am°\$ ZoQ>dŠg© [D]

ì`m»`m—Internet H$m AW© Inter-networking hmoVm h¡& `h
Amng _| Ow‹S>o hþE AWm©V² Inter Connected Networks H$mo
Xem©Vm h¡& Internet ~hþV gmao Networks H$m Eogm Omb h¡ Omo
gånyU© {díd (World) Ho$ H$åß`yQ>g© H$mo EH$-Xÿgao go Omo‹S>Vm h¡&
O~ Xmo `m Xmo go A{YH$ Computers Amng _| Ow‹S>Vo h¢ Vmo Cgo
network H$hVo h¢& Bgr Vah ñHy$b, H$m°boO, àmBdoQ>, npãbH$,
{~OZog, JdZ©_oÝQ> O¡go H$B© gmao N>moQ>o-~‹S>o network hmoVo h¢& BZ
ZoQ>dH©$g (Networks) H$mo Amng _| Omo‹S>Zo H$m H$m ©̀ BÝQ>aZoQ> H$aVm
h¡& Bg{bE 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¢&
Internet H$m nyam Zm_ Interconnected Network h¡&
BÝQ>aZoQ> H$mo g§{jßV ê$n _| “the net” H$hm OmVm h¡Ÿ&
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¡&

 3. B§Q>aZoQ> na à`moŠVm _erZ Zht A{nVw _Zwî` h¡, Ho$ {ZYm©aU hoVw
MwZm¡Vr-àË`wÎma narjU H$hbmVm h¡— [Jr. Acct. TRA-2016]

(A) OTP (Amo.Q>r.nr.)
(B) Password (nmgdS>©)
(C) CAPTCHA (H¡$ßWm)
(D) BARCODE (~maH$moS>) [C]

ì`m»`m—H$moB© ^r ì`pŠV O~ Internet H$m use H$aVm h¡ Vmo
system `h {ZYm©[aV H$aVm h¡ {H$ user _Zwî` h¡, EH$ _erZ Zht&

Bg hoVw EH$ captcha code show hmoVm h¡ {Og_| A§H$, letters
Ed§ {d{^Þ àH$ma Ho$ sound Am{X hmoVo h¢&

 4. HTTP H$m VmËn`© h¡— [Jr. Acct. TRA-2016]

(A) hm`na Q>oŠñQ> Q>́m§g\$a àmoQ>moH$m°b
(B) hm`na Qy>b Q́>m§g\$a àmogog
(C) hm`na Q>oŠñQ> Q>́m§g\$a àmogog
(D) hmB© Q>oŠñQ> Q>́m§g\$a àmoQ>moH$m°b [A]

ì`m»`m—HTTP H$m nyam Zm_ Hyper Text Transfer
Protocol hmoVm h¡& `h àmoQ>moH$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¡& HTTP H$m Cn`moJ dëS>©
dmBS> do~ na OmZo hoVw {H$`m OmVm h¡ AWm©V² H$åß`yQ>a {gñQ>_ _| do~
~«mCOa na g^r do~gmBQ> H$mo EŠgog H$aZo hoVw HTTP H$m à`moJ
hmoVm h¡&

 5. {ZåZ _| go H$m¡Zgm EH$ do~ ~«mCOa Zht h¡?[Jr. Acct. TRA-2016]

(A) B§Q>aZoQ> EŠgßbmoaa (B) _mo{Obm \$m`a\$m°Šg
(C) JyJb H«$mo_ (D) dëS>© dmBS> do~ [D]

ì`m»`m—B§Q>aZoQ> _| {d{^Þ àH$ma H$s OmZH$mar `m H$ÝQ>oÝQ> na do~
~«mCOa H$s _XX go nhþ±Mm OmVm h¡Ÿ& `o ~«mCOa Omo A{YH$m§eV… H$m_
_| {bE OmVo h¢ {ZåZ{b{IV h¢—Internet Explorer (B§Q>aZoQ>
EŠgßbmoaa), Netscape navigator (ZoQ>ñHo$n Zo{dJoQ>a), Google
Chrome (JyJb H«$mo_), Mozilla Firefox (_m°{Obm \$m`a\$m°Šg),
Safari (g\$mar), Opera (Amonoam), Microsoft Edge
(_mBH«$mogm°âQ> EO) Am{X&

 6. B©-~¢qH$J Ho$ g§X ©̂ _| OTP H$m VmËn`© h¡—[Jr. Acct. TRA-2016]

(A) d§g Wy« nmgdS>©
(B) dZ Q>mB_ nmgdS>©
(C) Am°Zbr Q>opñQ>J̈ àmoQ>moH$m°b
(D) dZ Q>mB_ àmoQ>moH$m°b [B]

ì`m»`m—E-Banking H$m nyU© ê$n Electronic Banking hmoVm
h¡& B©-~¢qH$J BboŠQ́>m°{ZH$ _mÜ`_ go {dÎmr` boZ-XoZ hoVw à`wŠV hmoVm
h¡& E-Banking _| user Ho$ authentification hoVw OTP H$m use
hmoVm h¡& OTP `h {ZYm©[aV H$aVm h¡ {H$ user real h¡& OTP H$m
nyU© ê$n One time password hmoVm h¡&

 7. {ZåZ _| go H$m¡Z gm B©-_ob H$m ñnoeb àmoQ>moH$m°b h¡—
(A) SMTP (B) FTP [Jr. Acct. TRA-2015]

(C) TCP/IP (D) HTTP [A]

UNIT-‘IV’

[Working with Internet and e-mail : Web Browsing & Searching,

Downloading & Uploading, Managing an E-mail Account, e-Banking]
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 1. BboŠQ>́m°{ZH$ H$åß ỳQ>a Xþ{Z`m H$m àW_ H$åß ỳQ>a {Og_| S>mQ>m g§J«hU
(S>mQ>m ñQ>moaoO) CnbãY Wm—
(A) ENIAC (B) EDSAC (C) UNIVAC (D) ENSAC

 2. H$åß`yQ>a OJV _|§ QWERTY (ŠdoaQ>r) {H$gH$m àH$ma h¡?
(A) _Xa~moS©> (B) ZoQ>dH©$ (C) H$s-~moS© (D) _o_moar H$mS©>

 3. ~‹S>r _mÌm _| àmßV MoH$m| Ho$ à~ÝYZ Ho$ {bE ~¢qH$J CÚmoJ Ûmam
{ZåZ _| go {H$gH$m Cn`moJ {H$`m OmVm h¡—
(A) {S>{OQ>mB©Oa (B) MICR
(C) ~maH$moS> arS>a (D) H¡$ßMm

 4. {bZŠg {H$g àH$ma H$m ................ Am°nao{Q§>J {gñQ>_ h¢&
(A) _ëQ>r`yOa Am¡a _ëQ>r-Q>mpñḦ$J
(B) {g§Jb `yOa Am¡a _ëQ>r Q>mpñH$̈J
(C) E§Q>rdm`ag àmoJ«m_ Am¡a {g§Jb `yOa
(D) qgJb `yOa Am¡a qgJb Q>mpñḦ$J

 5. {H$g H$s (Key) H$m Cn`moJ H$aHo$ \$mBb `m \$moëS>a H$mo ñWm`r
ê$n go hQ>m gH$Vo h¢ {OgHo$ ~mX dh \$mBb [agmBH$b {~Z _|
CnbãY Zht ahoJr—
(A) Shift + Del (B) Ctrl + Del
(C) Shift + Cell (D) Ctrl + Delete

 6. ~mBQ²>g _| 2 MB H¡$e _o_moar, {ZåZ{b{IV _| go {H$gHo$ g_Vwë`
h¡—
(A) 2 * 1024 * 1024 Bytes (B) 2 * 1024 Bytes
(C) 2 * 1022 * 1022 Bytes (D) 2 * 1022 Bytes

 7. J{VH$ RAM _| §̂S>m[aV gyMZmAm| H$mo _____ H$aZm Oê$ar h¡Ÿ&
(A) Om±MZm (B) Amn[adV©Z
(C) {Z`{_V [a\«o$e (D) BZ_| go H$moB© Zht

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

 9. H$m°nr `m H$Q> {H$E hþE Qo>ŠñQ> H$mo noñQ> H$aZo H$s H$m¡Zgr em°Q©>H$Q>
Hw§$Or à`wŠV hmoVr h¡?
(A) Ctrl + V (B) Ctrl + P
(C) Alt + V (D) Alt + P

10. _mBH«$mogm°âQ> dS>© _| {H$gr M`{ZV Q>oŠñQ> Ho$ n[adV©Z Ho$ {bE
(Ana go bmoAa Am¡a bmoAa go Ana Ho$g _|) H$m¡Zgr H$sO
(keys) H$mo EH$ gmW X~mZm hmoVm h¡?
(A) SHIFT + C (B) SHIFT + F3
(C) CTRL + F3 (D) SHIFT + c

11. E_.Eg.-dS>© _| Gutter {H$ggo g§~§{YV h¡?
(A) Am°[aEÝQ>oeZ (B) noO gmBO$(C) _m{O©Ýg (D) BŠdoeZ

12. {H$gr ^r gyMZm `m Am±H$‹S>m| H$mo gabVm go nR>Zr` ~ZmZo hoVw
....... H$m Cn`moJ H$a am° Ed§ H$m°b_ _| ì`dpñWV {H$`m OmVm h¡Ÿ&

H${Zð> boImH$ma ^Vu narjm
[Junior Accountant : Basics of Computer]
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(A) erQ> (B) n¡amJ«m\$ (C) ~m°Šg (D) S>m°Š`y_|Q>
13. E_.Eg.EŠgob 2019 _| dV©_mZ _| MwZr hþB© gob H$m nVm

Xem©̀ m OmVm h¡—
(A) Zo_ ~m°Šg _| (B) \$m°_y©bm ~ma _|$
(C) ñQ>oQ>g ~ma _| (D) Q>mBQ>b ~ma _|

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

15. EH$ gob _| à{dð> S>mQ>m H$s \$m°_}qQ>J AÝ` gob na AßbmB© H$aZo
hoVw à`wŠV {dH$ën h¡—
(A) Copy Format (B) Paste Formate
(C) Format Painter (D) None of these

16. {ZåZ{b{IV _| go H$m¡Z-gm \$m_y©bm (gyÌ) ghr ê$n _| à{d{ð>>V
h¡?
(A) =SUM(d1+d2+D3) (B) SUM[d1+d2]
(C) =add(d1:d2) (D) =SUM(d1:d10)

17. .........H$m Cn`moJ H$åß`yQ>a na ñbmBS> emo ~ZmZo Ho$ {bE
{H$`m OmVm h¡&
(A) Slide maker Tools (B) Program
(C) Super slide package (D) Presentation Program

18. MS Power Point H$mo Run Dialog Box go Open H$aZo Ho$
{bE à`wŠV H$_mÊS> h¡?
(A) Powerpnt (B) Pwrpoint
(C) PowerPoint (D) Powerprint

19. E_.Eg.-nmda ßdm°B§Q> _| h_ ................ Hw§$Or Ho$ à`moJ go
ñbmBS>-emo ewéAmV go Mbm gH$Vo h¢ VWm ................ Hw±$Or Ho$
à`moJ go dV©_mZ ñbmBS> go&
(A) F5, F7 (B) F6, F8 $
(C) F7, Shift + F7 (D) F5, Shift + F5

20. Xmo `m Xmo go A{YH$ H$åß`yQ>a H$mo {H$gr {S>dmBg Ho$ _mÜ`_ go
Amng _| Omo‹S>H$a S>mQ>m g§KQ>Z H$aZo H$s à{H«$`m H$hbmVr h¢—
(A) Transfer (B) Protocol
(C) HTTP (D) Network

21. _ëQ>rnm°BÝQ> Q>m°nmobmoOr h¡—
(A) ñQ>ma (B) ~g (C) {a§J (D) _oe

22. B§Q>aZoQ> na {H$gr {deof {df` na MMm© H$aZo H$mo Š`m H$hm OmVm h¡?
(A) d¡amo{ZH$m (B) Ý`yO J«wn (C) Ý`yO (D) Qo>ëmZoQ>

23. do~ n¥ð>m| H$mo B§Q>aZoQ> go Omo‹S>Zo `m (display) H$amZo Ho$ {bE
{H$gH$s Amdí`H$Vm hmoVr h¡?
(A) B§Q>aZoQ> H$ZoŠeZ (B) EH$ do~ ~«mCOa
(C) EH$ do~ gd©a (D) Cn ẁ©º$ g^r

24. EH$ d¡Y do~ ES>́og (Valid Web Address) {ZåZ{b{IV _| go
H$m¡Zgm h¡?
(A) www.dakshpublication. com
(B) www.dakshpublication–com
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