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s.s.s.s. (kM), sunwm 1 iqAwr krqw: ivkws kWsl 

pwT -1 (tweIipMg itaUtr) 
KwlI QwvW Bro 

1. nMbr pYf dI vrqoN leI ______________ kIA Awn hoxI cwhINdI hY[ 
a. Num Lock  A. Caps Lock   e. Scroll Lock   s. koeI nhIN 
2. hom roA ivc K`by h`D dI sB qoN CotI auNglI nwl _______ kIA dbweI jWdI hY[ 
a. A   A. S    e. D    s. F 
3. hom roA ivc sj̀y h̀Q dI ivclI auNgl nwl _______________ kIA dbweI jWdI hY[ 
a. J   A. K    e. L    s. ; 
4. dUsrI roA ivc K`by h̀Q dI irMg auNgl nwl ______________ kIA dbweI jWdI hY[ 
a. Q   A. W    e. E    s. R 
5. iqsrI roA ivc s̀jy h̀Q dI ieMfYks auNglI nwl ___________ kIA dbweI jWdI hY[ 
a. B   A. N    e. M    s. M Aqy N 

shI jW glq ilKo 
1. tweIipMg krn leI kIA-borf nUM do BwgW ivc vMifAw igAw hY: pihlw Bwg K̀bw pwsw Aqy dusrw Bwg sj̀w pwsw[  shI 
2. tc̀ tweIipMg iek AijhI qknIk hY ijs rwhIN ibnWH kIA-borf nUM dyKy qyz r&qwr nwl tweIipMg kr skdy hW[ shI 
3. Anmol il`pI PONt nwl AsIN AwswnI nwl pMjwbI ivc tweIipMg kr skdy hW[     shI 
4. spys-bwr dbwaux leI AsIN Awpxy s̀jy h`Q dy AMguTy dI vrqoN krdy hW[     shI 
5. AYNtr kIA AglI lweIn qy jwx leI vrqI jWdI hY[        shI 

Coty auqrW vwly pRSn 
pR:1. t`c-tweIipMg kI huMdI hY? 
au: tc̀ tweIipMg iek AijhI qknIk hY ijs rwhIN AsIN kIA-borf nUM dyKy ibnWH shI Aqy qyz r&qwr nwl tweIipMg kr 
skdy hW[  
pR:2. hom roA aupr auNglW dI siQqI bwry ds̀o[ 
au: 

 
 
 
 
 
 
 
 
pR:3. dUjI roA aupr auNglW dI siQqI bwry d̀so[ 
au: 

 
 

 
 
 
 
 
 
pR:4. qIjI roA aupr auNglW dI siQqI bwry ds̀o[ 
au: 

 
 
 
 
 
 
 
 



7vIN jmwq   pyz nM: 2  

 

 

s.s.s.s. (kM), sunwm 2 iqAwr krqw: ivkws kWsl 

pR:5. nUmYirk kIA-pYf qoN AMk tweIp krn smyN iks h`Q dI vrqoN krnI cwhINdI hY? Aqy 
nUmYirk kIA-pYf au`qy auNglW dI siQqI bwry dso[ 
au: nUmYirk kIA-pYf qoN AMk tweIp krn smyN sj̀y h`Q dI vrqoN krnI cwhINdI hY[ nUmYirk 
kIA-pYf auqy auglW dI siQqI hyT ilKy Anuswr hY[ 

  
 

v`fy auqrW vwly pRSn 
pR:1. Anmol il`pI kIA mYp bxwE[ 

 
pR:2. tweIipMg spIf nUM ikvyN vDwieAw jw skdw hY? 
au: tweIipMg spIf vDwaux leI hyT ilKIAW hdwieqW dw iDAwn r`Kxw cwihdw hY: 
1. auNglW dI siQqI hmySw hom roA auqy hoxI cwihdI hY[ 
2. swnUM hom roA pujISn qoN hornW kIz q̀k phuMc krnI cwhINdI hY[ 
3. swnUM Awpxw iDAwn rPqwr nwloN shI kIA dbwaux auq̀y r`Kxw cwhINdw hY[ 
4. tweIp krdy smyN kIA-borf au`qy nhIN dyKxw cwihdw[ 
5. lwgwqwr, Awrwm nwl Aqy shI tweIp krn v̀l iDAwn dyxw cwihdw hY[ 
 

pR:3. tweIipMg krdy smyN bYTx dy shI qrIky bwry ds̀o[ 
au: tweIipMg krdy smyN bYTdx dw shI qrIky hyT ilKy Anuswr hY[ 
1. swnUM iblku`l isD̀w bYTxw cwhINdw hY[  
2. kI-borf dy iblku`l swhmxy bYTxw cwihdw hY[ 
3. swfy pYr jmIn auqy is`Sy hoxy cwihdy hn[ 
4. mOnItr swfIAW A`KW dy brwbr Aqy swhmxy hoxw cwhIdw hY[ 
5. swfI nzr monItr jW kwpI au`qy hoxI cwhIdI hY[ 
6. swnMU kIAz nUM jldI nwl dbw ky vwips hom-roA auqy Awauxw cwihdw hY[ 
__________________________________________________________________________________ 
ividAwrQIAW dy Xwd r`Kx leI: 
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pwT-2 (ivMfoz AYksplorr) 
KwlI QwvW Bro[ 

1. ivMfoz AYksplorr dy do pynz huMdy hn: ieh hn ___________ Aqy ______________ 
a. pihlw, dUjw  A. K`bw, s`jw  e. au`prlw, hyTlw s. &weIl, Polfr 
2. ________ ivaU &weIl dw sweIz, iksm Aqy soDx dI imqI d`dsw hY[ 
a. iftyl  A. tweIlz  e. ilst  s. kMntYNt 
3. __________ AwpSn dI vrqoN &weIlW Aqy &olfrW nUM l`Bx leI kIqI jWdI hY[ 
a. PweIl  A. slYkt  e. src  s. iflIt 
4. kYlkulytr nUM rn-bwks ivc _________ tweIp krky KoilAw jWdw hY[ 
a. Calculator  A. Cal   e. Calc   s. iehnW ivcoN koeI nhIN 
5. _________ kmWf dI vrqoN iksy AweItm nUM ausdI QW qoN kt̀x leI kIqI jWdI hY[ 
a. kwpI   A. pyst  e. k`t   s. iflIt 
 

shI jW glq ilKo[ 
1. ivMfoz AYksplorr dI vrqoN PweIlW dw auicq pRbMD krn leI kIqI jWdI hY[    (shI) 
2. iek PweIl ivc keI &weIlW Aqy Polfr ho skdy hn[       (glq) 
3. ivMfoz-AYksplorr nUM Kolx dw qrIkw hY – ivMfoz + R kIA dbwE, rn bwks ivc AYksplorr tweIp kro[(shI) 
4. ivMfoz AYksplorr iek AwprytiMg isstm hY[        (glq) 
5. “kwpI” AwpSn dI vrqoN iksy AweItm dI fuplIkyt bxwaux leI kIqI jWdI hY    (shI) 
 

Coty auqrW vwly pRSn: 
pR:1. ivMfoz AYksplorr dy ikMnyH pyn huMdy hn? auhnW dy 
nW ilKo[ 
au: ivMfoz AYksplorr dy do pynz huMdy hn[ ieh hn: 

1. K`bw pyn, Aqy 
2. s̀jw pyn 

pR:2. ivMfoz AYksplorr dy BwgW dI sUcI bxwE[ 
au:ivMfoz AYksplorr dy BwgW dI sUcI hyT ilKy Anuswr 
hY: 
1. tweItl bwr 
2. bYk Aqy Pwrvrf btn 
3. AYfrYs bwr 
4. src bwks 

5. mInMU bwr 
6. tUl bwr 
7. styts bwr 

 
pR:3. kIA-borf dI mdd nwl AsIN nvW Polfr ikvyN bxw skdy hW? 
au: ivMfoz ivc AsIN kIA-borf dI mdd nwl vI nvW Polfr bxw skdy hW[ kIA-borf rwhIN nvW Polfr bxwaux leI hyT 
ie`qIAW kIAz nUM iek`Tw dbwE[ 

Ctrl + Shift + N 
pR4:kwpI Aqy pyst AwpSn dI vrqoN nwl iksy AweItm nUM ikvyN kwpI kr skdy hW? 
au: kwpI Aqy pyst AwpSn dI vrqoN nwl iksy AweItm nUM ikvyN kwpI krn dy stYp hyT 
ilKy Anuswr hn: 

1. ijs AweItm nUM kwpI krnw hY aus nUM slYkt kro[ 
2. AYfIt (Edit) mInUM ivc kwpI (Copy) AwpSn qy kilk̀ kro[ 
3. AweItm nUM pyst krn leI nvIN QW inrDwrq kro[ 
4. AYfIt (Edit) mInUM ivc pyst (Paste) AwpSn qy kilk̀ kro[ 

pR:5. bYk-gRwaUNf qy not ilKo[ 
au: bYk-gRwauNf ivc mùK qOr qy vwl-pypr huMdw hY[ vwl-pypr ie`k bYkgRwauNf pYtrn jW qsvIr huMdI hY[ vwl-pypr vwlI 
qsvIr JPEG jW GIF &weIl iksm dI ho skdI hY[ hryk AwpryitMg isstm XUzr nUM AwpxI mrjI Anuswr vwl-pypr 
lgwayux dI ahulq pRdwn krdw hY[ 
pR:6. skRIn syvr bwry ds̀o[ 
au: skRIn syvr iek swPtvyAr pRogrwm huMdw hY[ jykr kMipaUtr ku`J Kws smyN leI ibnWH brqy cldw rhy qW skRIn syvr 
Awpxy Awp c`l pYNdw hY[ skRIn syvr Awm qOr qy AYnImyitf qsvIrW huMdIAW hn[ skRIn syvr nUM monItr dI PwsPors 
koitMg nUM sVn qoN bcwaux leI bxwieAw igAw sI[ 
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v`fy auqrW vwly pRSn: 
pR:1. ivMfoz AYksplorr kI hY? ivMfoz AYksplorr nUM KolHx dy stYp olKo[ 
au: ivMfoz AYksplorr nUM PweIl AYksplorr vI ikhw jWdw hY[ ieh ivMfoz AwprtyitMg isstm dI iek mhq`vpUrn 
AYplIkySn hY[ ies dI vrqoN kMipaUtr ivc mOjUd frweIvz, PweIlW Aqy PolfrW nUM dyKx leI kIqI jWdI hY[ iesdI 
vrqoN nwl AsI PweIlW Aqy PolfrW aupr keI qrWH dy kMm kr skdy hW ijvyN ik – PweIlW Aqy PolfrW nUM bxw skdy hY, 
iehnW nUM Kol ky dyK skdy hW, src kr skdy hW, iflIt kr skdy hW, kwpI kr skdy Awid[  
ivMfoZ Ayksplorr nUM Kolx dw qrIkw: 
ivMfoz Ayksplorr nUM Kolx dy keI qrIky hn[ Awm vryy jwx vwly qrIky dy stYp hyT ilKy Anuswr hn: 

1. ivMfoz kIA + R btn ie`kTy dbwE[ 
2. rn bwks Kulygw[ ies ivc explorer tweIp kro[ 
3. OK btn qy kil`k kro[ 

pR:2. ivMfoz AYksplorr dy v`Kry-vK̀ry ivaU ilKo[ 
au: ivMfoz AYksplorr ivc mOjUd PweIl, Polfr Aqy frweIvz nUM dyKx dy keI qrIky hn[ ieh v`K-v`K qrIky iesdy v`K-
v`K ivaU (View) AKvwauNdy hn[ ieh ivaU skRIn qy AweItmz dy lyA-Awaut nUM inrDwirq krdy hn Aqy iehnW Awietmz 
sMbMDI sUcnw pRdwn krdy hn[ iehnW ivaUz dI jwxkwrI hyT ilKy Anuswr hY[ 

1. smwl AweIkn ivaU 
2. mIfIAm AweIkn ivaU 
3. lwrj AweIkn ivaU 
4. AYkstrw lwrj AweIkn ivaU 
5. tweItlz AweIkwn ivaU  
6. ilst AweIkn ivaU 
7. iftyl AweIkn ivaU 
8. kntYNt AweIkn iva 

iehnW ivcoN iftyl AweIkn ivaU AweItmz dI sB qoN v`D jwxkwrI pRdwn krdw hY[ 
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pR:3. iksy AweItm nUM k`t Aqy pyst rwhIN ikvyN mUv kr skdy hW? 
au: kt̀ Aqy pyst AwpSn dI vrqoN nwl iksy AweItm nUM iek QW qoN dUjI QW mUv ikqw 
jw skdw hY[ AweItm nUM k`t Aqy pyst rwhIN mUv krn dy stYp hyT ilKy Anuswr hn: 

1. ijs AweItm nUM k`t krnw hY aus nUM slYkt kro[ 
2. AYfIt (Edit) mInUM ivc k`t (Cut) AwpSn qy kilk̀ kro[ 
3. AweItm nUM pyst krn leI nvIN QW inrDwrq kro[ 
4. AYfIt (Edit) mInUM ivc pyst (Paste) AwpSn qy kilk̀ kro[ 

 

pR:4. sYNf tU AwpSn dI vrqoN krky iksy AweItm nUM ikvyN kwpI kr skdy hW? 
au: sYNf tU (Send To) AwpSn AweItmz nUM nvIN QW auqy kwpI krn dw sOKw qrIkw hY[ sYNf tU AwpSn dI vrqoN nwl iksy 
AweItm nUM kwpI krn dy stYp hyT ilKy Anuswr hn: 
1. ijs AweItm nUM kwP krnw hY ausdI cOx kro[ 
2. cOx kIqI AweItm aupr mwaUs nwl rweIt kil`k kro[ 
3. pRwprtIz mInUM ivcoN Send To AwpSn qy kilk̀ kro[ 
4. nvyN Ku`ly sb-mInUM ivcoN aus QW dI cOx kro ij`Qy AweItm nUM kwpI 
krnw hY[ 
 

pR:5. hyT iliKAW dI ivAwiKAw kro: rn-kmWf, src-kmWf, kYlkulytr 
rn-kmWf: rn kmWf ivMfoz AwpryitMg isstm dI iek mh`qvpUrn AYplIkySn 
hY[ ies dI vrqoN iksy pRogrwm nUM isD̀y qOr qy clwaux leI kIqI jWdI hY[ rn 
kmWf clwaux leI ivMfo kIA + R btn dbwE[ 
src-kmWf: src kmWf ivMfoz AwpryitMg isstm dI iek mh`qvpUrn 
AYplIkySn hY[ iesdI vrqoN iksy PweIl jW Polfr nUM AwswnI nwl l`Bx leI kIqI 
jWdI hY[ src krn leI ivMfoz AYksplorr ivc src bwks dI vrqoN kIqI jWdI hY[ 
kYlkulytr: kYlkulytr ivMfoz AwpryitMg isstm dI iek swDwrn AYplIkySn hY[ ieh Awm kYlkulytr dI qrWH huMdw hY[ 
ies dI vrqoN gxnwvW krnvwaux leI kIqI jWdI hY[ rn bwks ivc calc tweIp krky iesnUM KoilAw jw skdw hY[ 
pR:6. bYk-gRwauNf bdlx dy stYp ilKo[ 
au: bYk-gRwauNf bdlx dy stYp hyT ilKy Anuswr hn: 

1. fYsktwp dy KwlI Bwg ivc mwaUs nwl rweIt kilk̀ kro[ 
2. prsnlweIz (Personalize) AwpSn qy kil`k kro[ 
3. prsnlweIz fwielwg bwks Kulygw[ ies ivc fYsktwp bYkgRwauNf AwpSn qy kilk̀ kro[ 
4. psMd Anuswr qsvIr dI cOx kro[ 
5. syv cyNijz (Save Changes) btn qy kil`k kro[ 

pR:7. skRIn syvr sY`t krn dy stYp ilKo[ 
au: skRIn syvr sY`t krn dy stYp hyT ilKy Anuswr hn: 

1. fYsktwp dy KwlI Bwg ivc mwaUs nwl rweIt kilk̀ kro[ 
2. prsnlweIz (Personalize) AwpSn qy kil`k kro[ 
3. prsnlweIz fwielwg bwks Kulygw[ ies ivc skRIn syvr AwpSn qy kilk̀ kro[ 
4. psMd Anuswr skRIn syvr dI cOx kro[ 
5. skRIn syvr nwl sbMDq sYitMgz kro[ 
6. OK btn qy kilk̀ kro[ 
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pwT-3 (storyz ifvwieisz) 
KwlI QwvW Bro[ 

1. pRweImrI mYmrI nUM __________ vI ikhw jWdw hY[ 
a. ientrnl mYmrI  A. AYkstrnl mYmrI e. iPjIkl mYmrI  s. AYgzulrI mYmrI 
2. ___________ mYmrI rIf EnlI mYmrI hY[ 
a. ROM    A. PROM   e. EPROM    s. RAM 
3. iek portybl storyz ifvweIs nhIN hY[ 
a. Akstrnl hwrf ifsk A. pYǹ frweIv  e. hwrf ifsk frweIv   s. mYmrI kwrf 
4. mYmrI dy Coty-Coty BwgW nUM ______ ikhw jWdw hY[ 
a. sY`l    A. eyrIAw  e. ientrsYkSn   s. koeI nhIN 
5. USB dw mqlb _____________ hY[ 
a. XUnIPwrm srivs bu`k    A. XUnIvrsl sIrIAl b`s  e. XUnIvrsl stryt b`s  s. XUnIPwrm sIrIAl b̀s 

shI/glq ilKo[ 
1. Awm qOr qy PlwpI ifsk 3.5 ieMc dy sweIz dI huMdI hY Aqy ies ivc 1.44 MB fwtw stor ho skdw hY[  (shI) 
2. kMpYkt ifsk (CD) iek portybl ifsk huMdI hY ijs ivc 650-700 MB qk̀ dw fwtw stor ho skdw hY[ (shI) 
3. prsnl kMipaUtr dI hwrf ifsk dI storyj smr`Qw 20 GB qoN 500 GB qk̀ huMdI hY[   (shI) 
4. DVD dI storyz smr`Qw CD dy mukwbly G`t huMdI hY[       (glq) 
5. CD/DVD dy cmkIly pwsy pY`n jW pYnisl nwl ilKxw cwhIdw hY[      (glq) 

pUry rUp ilKo[ 
RAM: Random Access Memory (rYNfm AYksYs mYmrI) 
ROM: Read Only Memory (rIf EnlI mYmrI) 
RPM: Rotations Per Minute (rotySn pr imMt) 
MB: Mega Byte (mYgw bweIt) 
GB: Giga Byte (gIgw bweIt) 

USB: Universal Serial Bus (XUnIvrsl sIrIAl b`s) 
CD: Compact Disk (kMpYkt ifsk) 
DVD: Digital Video Disk (ifjItl ivfIE ifsk) 
CD-R: Compact Disk – Read Only (kMpYkt ifsk – rIf EnlI)  
CD-RW: Compact Disk – Read and Write (kMpYkt ifsk – rIf 
AYNf rweIt) 

Coty auqrW vwly pRSn 
pR:1 pRweImrI mYmrI dIAW iksmW dy nW d`so[ 
au: pRweImrI mYmrI do iksm dI huMdI hY[ 

1. rYm – rYNfm AYksYs mYmrI 
2. rom – rIf EnlI mYmrI 

 

pR:2 iksy cwr sYkMfrI mYmrI dy nW ds̀o[ 
au: sYkMfrI mYmrI dy nW hyT ilKy hn: 

1. hwrf ifsk 
2. PlwpI ifsk 
3. kMpYkt ifsk (CD) 
4. ifzItl ivfIE ifsk (DVD) 
5. pY`n frweIv 
6. mYmrI kwrf 
7. AYkstrnl hwrf ifsk 
8. mYgnyitk typ 

pR:3 CD/DVD vrqdy smyN vrqIAW jwx vwlIAW swvDwnIAW ilKo[ 
au: CD/DVD vrqdy smyN hyT ilKIAW swvDwnIAW vrqnIAW cwhINdIAW hn: 

1. CD/DVD nUM kvr ivc sWB ky r`Kxw cwhINdw hY[ 
2. CD/DVD dy cmkIly pwsy nUM CUhxw nhIN cwhINdw[ 
3. CD/DVD dy cmkIly pwsy pY`n jW pYnsl nwl nhIN ilKxw cwhINdw[ 
4. CD/DVD nUM moVnw nhIN cwhINdw[ 
5. CD/DVD nUM swP krn leI nrm kpVy dw iesqymwl krnw cwhINdw hY[ 

 

pR:4 mYmrI dIAW do muK̀ SRyxIAW bwry ds̀o[ 
au: mYmrI dIAW do mu`K SRyxIAW huMdIAW hn: 

1. pRweImrI mYmrI 
a. rYm A. rom 

2. sYkMfrI mYmrI 
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pR:5 pYǹ frweIv kI huMdI hY? 
au: pY`n frweIv portybl sYkMfrI mYmrI hY[ ieh USB ADwirq mYmrI ifvweIs hY[ ies dI vrqoN Awm qOr qy AwfIE, 
vIfIE Aqy fwtw PweIlW nUM iek kMipaUtr qoN dUsry kMipaUtr qy trWsPr krn leI kIqI jWdI hY[ ies dw Awkwr bhuq 
Cotw huMdw hY pr rPqwr qyz huMdI hY[ CD/DVD dy mukwbly iehnW dI storyz smr`Qw vI v`D huMdI hY Aqy ieh ijAwdw vDIAw 
Aqy BrosyXog vI huMdIAW hn[  

v`fy auqrW vwly pRSn 
pR:1 mYmrI kI huMdI hY? iesdI vrqoN bwry ds̀o[ 
au: mYmrI: koeI vI mwiDAm ijs ivc fwtw stor krky r`Kx dI smr`Qw hovy, nUM mYmrI ikhw jWdw hY[ kMipaUtr mYmrI 
islIkwn ic`p jW mYgnyitk jW Awptikl mwiDAm dI bxI huMdI hY[ mYmrI bhuq swry Coty – Coty ih`isAW ivc vMfI huMdI hY, 
ijnWH nUM sYl ikhw jWdw hY[ 
mYmrI dI vrqoN: mYmrI dI vrqoN fwtw Aqy hdwieqW nUM sQweI jW AsQweI qOr qy stor krn leI kIqI jWdI hY[pRosYs 
krn leI fwtw Aqy hdwieqW nUM AsQweI (temporary) qOr qy mu`K mYmrI ivc r`iKAW jWdw hY[ jdoN ik fwtw Aqy hdwieqW 
nUM sQweI (permanent) qOr qy stor krn leI sYkMfrI mYmrI dI vrqoN kIqI jWdI hY[ 
pR:2 mYmrI kwrf kI huMdw hY? ivsQwr nwl ds̀o[ 
au: mYmrI kwrf sYkMfrI mYmrI dI hI iek audwhrx hY[ iesnUM PlYS mYmrI kwrf vI ikhw jWdw hY[mYmrI kwrf v`K-v`K 
sweIz Aqy storyz smr̀Qw dy huMdy hn[ iehnW dI vrqoN Awm qOr qy mobweIlW, ifzItl kYmirAW, MP3 plyArW Awid ivc 
kIqI jWdI hY[ iehnW dI vrqoN Awm qOr qy qsvIrW, i&lmW, gwxy Aqy hor fwtw stor krn leI kIqI jWdI hY[ mYmrI 
kwrf ivc stor kIqw fwtw dyKx leI kwrf rIfr dI vrqoN kIqI jWdI hY[  
pR:3 &lopI ifsk kI huMdI hY? ivsQwr nwl ds̀o[ 
au: &lopI ifsk portybl sYkMfrI mYmrI hY[ieh plwsitk dIAW CotIAW ifskW huMdIAW hn[ iehnW ifskW aupr mYgnyitk 
mwiDAm dI prq cVI huMdI hY[ Awm qOr qy &lopI ifsk 3.5 ieMc dy Awkwr dI huMdI hY[ ies dI storyz smr`Qw G̀t huMdI 
hY[ ies ivc 1.44 MB qk̀ fwtw stor kIqw jw skdw hY[ ies dI vrqoN Awm qOr qy fwtw PweIlW nUM iek kMipaUtr qoN 
dUsry kMipaUtr qy trWsPr krn leI kIqI jWdI hY[ ienWH ivc mu`K kmI ieh hY ik ieh jldI Krwb ho jWdIAW hn[ iesy 
krky ieh ijAwdw BrosyXog nhIN hn[ 
pR:4 CD kI huMdI hY? ies dIAW iksmW dw crnx kro[ 
au: CD portybl sYkMfrI mYmrI hY[ CD dw pUrw nW kMpYkt ifsk hY[ PlwpI ifsk dy mukwbly iesdI storyz smr`Qw kwPI 
ijAwdw huMdI hY[ ies ivc 650-700 MB qk̀ dw fwtw stor kIqw jw skdw hY[ ies ivc stor sUcnw nUM AsIN isrP pVH 
skdy hW pr dubwrw ilK nhIN skdy[ iesdw iek pwsw bhuq cmkIlw huMdw hY ijs aupr fwtw Awy sUcnw stor kIqI jWdI 
hY[ CD dI vrqoN Awm qOr qy AwfIE, vIfIE Aqy fwtw PweIlW nUM iek kMipaUtr qoN dUsry kMipaUtr qy trWsPr krn leI 
jW stor krn leI kIqI jWdI hY[ ieh iek BrosyXog mYmrI hY[ 
pR:5 AYkstrnl hwrf ifsk frweIv kI hY? iesdy lwB ilKo[ 
au: AYkstrnl hwrf ifsk portybl sYkMfrI mYmrI hY[ ieh USB AwDwirq mYmrI ifvweIs hY[ ies dI storyz smr`Qw 
bhuq ijAwdw huMdI hY[ ies dI vrqoN Awm qOr qy fwtw dw bYkA`p lYx leI kIqI jWdI hY[ A`j k`l iesdI vrqoN fwtw nUM 
suriKAq Aqy gupq qOr qy r`Kx leI vI kIqI jWdI hY[ ies ivc fwtw stor krn qoN bwAd iesnUM kMipaUtr qoN htw ky 
iksy iksy sur`iKAw jgWH qy rìKAw jw skdw hY[ 

 
pwT -4 (AYm.AYs. vrf ivc PwrmYitMg (Bwg-1)) 

KwlI QwvW Bro[ 
1. pUry vrf nUM cuxn leI aus auqy ______________________  kil`k kro[ 
a. isMgl (iek vwr) A. fbl (do vwr)  e. tripl (iqMn vwr)   s. koeI nhIN 
2. __________ gru`p swnUM tYkst PONt, stweIl, sweIz, rMg Aqy hor keI cIjW bdlx dI AwigAw idMdw hY[ 
a. PONt   A. stweIl   e. pYrwgRwP   s. AYfIitMg 
3. __________ dw mqlb hY A`KrW nUM ilKdy hoey ausdy hyTW lweIn iKc`xw[ 
a. bolf   A. ietYilk   e. AMfrlweIn   s. koeI nhIN 
4. _______ AwpSn dI vrqoN krky tYkst iek hweIlweItr pYǹ nwl mwrk kIqw hoieAw nzr AwauNdw hY[ 
a. PONt klr  A. tYkst klr   e. tYkst hweIlweIt klr s. auprokq swry[ 
5. Syp nUM dwKl krn auprMq iek nvW tYb idKweI idMdw hY ijsnMU _______ ikhw jWdw hY[ 
a. frwieMg tUl PwrmYt A. Syp tUl PwrmYt  e. frwieMg Syp PwrmYt  s. koeI nhIN 

shI/glq ilKo[ 
1. AsIN kil`p Awrt dI mdd nwl Awpxy fwkUmYNt ivc tYkst nUM spYSl iePYkt dy skdy hW[     (shI) 
2. tYkst bwks iek AwbjYkt huMdw hY ijs nwl AsIN iesnUM PweIl ivc ikqy vI rK̀ ky tweIp kr skdy hW[    (shI) 
3. tYkst iePYkt ivc Outline, Shadow, Glow Aqy Reflection huMdw hY[        (shI) 
4. bolf tYkst dw mqlb hY A`KrW nUM iqrCw krky ilKxw[         (glq) 
5. kIA borf qonN Ctrl+[ Aqy Ctrl+] kIAz nUM iekiTAW dbw ky vI tYkst dw sweIz v`fw jW Cotw kr skdy hW[ (shI) 
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Coty auqrW vwly pRSn: 

 
1. AYm.AYs. vrf ivc tYkst nUM cuxn dy koeI do qrIikAW bwry d`so[ 
au: AYm.AYs. vrf ivc tYkst nUM cuxc dy do qrIky hyT ilKy Anuswr hn: 

1. mwaUs dI vrqoN nwl (kil`k Aqy frYg krky) 
2. kIA-borf dI vrqoN nwl (iSPt Aqy AYro (Arrow) kIAz nwl) 

2. An-fU (Undo) kmWf bwry ilKo[ 
au: tYkst nUM AYift krdy hoey jykr koeI glqI ho jwvy qW Undo kmWf dI vrqoN nwl ies nUM TIk kIqw jw skdw hY[glqI huMdy swr 
ausnUM TIk krn leI kie`k AYksYs bwr qoN Undo kmWf qy kil`k kro jW kIA-borf qoN Ctrl+Z kIAz dbwE[ 
3. iqMn mu`K PONt stweIl ikhVy hn? 
au: iqMn mu`K PONt stweIl hyT ilKy Anuswr hn: 

1. bolf: iesdI vrqoN A`KrW nUM motw krn leI kIqI jWdI hY[ 
2. ietYilk: ies dI vrqoN A`KrW nUM iqrCw krn leI kIqI jWdI hY[ 
3. AMfrlweIn: iesdI vrqoN A`KrW hyT lweIn lgwaux leI kIqI jWdI hY[ 

4. AsIN tYkst iePYkt nUM ikvyN htw skdy hW[ 
au: tYkst aupr iePYkt nUM htwaux dy stYp hyT ilKy Anuswr hn: 

1. aus tYkst nUM slYkt kro ijs auproN iePYkt nUM htwauxw cwhuMdy ho[ 
2. Home tYb ivc PONt gru`p ivcoN Clear AwpSn qy kil̀k kro[ 

5. AYm. AYs. vrf ivc ikMny kys bdlx (Change Case) dy AwpSn hn? aunWH dy nW ilKo[ 
au: AYm.AYs. vrf ivc kys bdlx dy 5 AwpSn hn[ iehnW dy nW hyT ilKy Anuswr hn: 

1. sMtYNs kys 
2. loAr kys 
3. Apr kys 
4. kYpItlweIz eIc vrf 
5. togl kys 

6. AYm.AYs.vrf ivc ikMnyH AlweInmYNt hn? auhnW dy nW Aqy Swrtk`t kIAz d`so[ 
au: AYm.AYs. vrf ivc AlweInmYNt krn dy 4 qrIky hn[ iehnW dy nW Aqy Swrtk`t kIAz hyT ilKy Anuswr hn: 

1. lYPt AlweIn   –  Ctrl + L 
2. sYNtr AlweIn   – Ctrl + E 

3. rweIt AlweIn   –  Ctrl + R 
4. jstIPweI   –  Ctrl + J 

7. AsIN AYm.AYs. vrf ivc pyz bRyk ikvyN dwKl kr skdy hW? 
au: jdoN AsIN pyz dy AMq ivc phuMc jWdy hW qW vrf Awpxy Awp pyz bRyk dwKl kr idMdw hY[ prMqU AsIN pyz ivc iksy vI Kws QW qy 
pyz bRyk dwKl kr skdy hW[ pyz byRk dwKl krn leI Ctrl + Enter kI dI vrqoN kIqI jw skdI hY[ 

v`fy auqrW vwly pRSn: 

 
1. AsIN AYm.AYs. vrf ivc hYfr Aqy PUtr nUM ikvyN lgw Aqy htw skdy hW[ 
au: hYfr hr iek pyz dy aupr nzr Awaux vwlw tYkst huMdw hY jd ik Putr hr 
iek pyz dy inc̀y nzr AwauNdw hY, ijvyN ik: pyZ nMbr, pwT dw nW Awid[ AsIN 
AwpxI jrUrq Anuswr AYm.AYs. vrf ivc hYfr Aqy PUtr lgw vI skdy hW Aqy 
htw vI skdy hW[  
hYfr Aqy PUtr lgwaux dy stYp hyT ilKy Anuswr hn: 

1. Insert tYb qy kilk̀ kro[ 
2. hYfr Aqy PUtr grup ivc hYfr jW PUtr qy kil`k kro[ 
3. pyz dy hYfr jW PUtr Kyqr ivc tYkst tweIp kro[ 
4. kloz hYfr Aqy PUtr btn qy kil`k kro[ 

hYfr jW PUtr htwaux dy stYp hyT ilKy Anuswr hn: 
1. Insert tYb qy kilk̀ kro[ 
2. hYfr Aqy PUtr grup ivc hYfr jW PUtr qy kil`k kro[ 
3. hYfr jW Putr mInMU Kùlygw[ 
4. Remove Header jW Remove Footer AwpSn qy kil`k kro[ 
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2. Syps bwry ilKo[Syp nUM dwKl krn dy stYp vI ilKo[ 
au: Syps pihlW qoN hI bxIAW bxweIAW AwikRqIAW (SklW) huMdIAW hn, ijvyN ik: lweIn, 
AYro, stwr, bYnr, PlOA cwrt Syps, kwl Awauts, rYktYNgl, srkl Awid[ ienWH nUM 
AsIN Awpxy fkUmYNt ivc dwiKl kr skdy hW[ iksy vI Syp nUM fwkUmYNt ivc dwiKl krn dy 
stYp hyT ilKy Anuswr hn: 

1. Insert tYb qy ki`lk kro[ 
2. Illustration gr`up ivc Shapes Awpsn qy kilk̀ kro[ 
3. AwpxI jrUrq Anuswr Syp dI cox kro[ 
4. fwkUmYNt ivc kil`k Aqy frYg krdy hoey Syp nUM frwA kro[ 

3. smwrt Awrt gRwiPk kI huMdI hY? AsIN ies nMU ikvyN dwKl kr skdy hW[ 
au:ieh ivSyS iksm dy gRwiPks huMdy hn[ iehnW dI vrqoN sUcnw nUM qsvIr dy rUp ivc pyS 
krn leI kIqI jWdI hY[ies nwl AsIN iksy sUcnw nUM AwswnI Aqy qyjI nwl bxw skdy 
hW[smwrt Awrt nUM fwkUmYNt ivc dwiKl krn dy stYp hyT ilKy Anuswr hn: 

1. Insert tYb qy ki`lk kro[ 
2. Illustration gr`up ivc Smart Art Awpsn qy kil`k kro[ 
3. AwpxI jrUrq Anuswr smwrt Awrt gRwiPks dI cox kro[ 
4. smwrt Awrt gRwiPks ivc sUcnw dwiKl kro[ 

4. vrf Awrt bwry ilKo[ vrf Awrt nUM dwKl krn dy stYp vI ilKo[ 
au: fwkUmYNt ivc vrf Awrt dI vrqoN spYSl tYkst iePYkt dwKl krn leI kIqI jWdI hY[ vrf Awrt tYkst 
AwbjYkt huMdy hn[ Awpxy fwkUmYNt v`l ivSyS iDAwn iKcx leI iehnW AwbjYkts nUM AsIN Awpxy fwkUmYNt ivc dwiKl 
krdy hW[vrf Awrt nUM fwkUmYNt ivc dwKl krn dy stYp hyT ilKy Anuswr hn: 

1. Insert tYb qy ki`lk kro[ 
2. Text gr`up ivc Word Art Awpsn qy kil`k kro[ 
3. AwpxI jrUrq Anuswr vrf Awrt AwbjYkt dI cox kro[ 
4. vrfAwrt ivc tYkst dwiKl kro[ 

5. isMbl kI huMdy hn? isMbl nUM dwKl ikvyN kIqw jWdw hY? 
au: isMbl ku`J Kws icMnH huMdy hn jo Awm qOr qy kI-borf aupr auplbD nhIN huMdy[ iehnW icMnWH nUM 
AsIN Awpxy fwkUmYNt ivc dwKl kr skdy hW[ vrf swnUM iehnW icMnWH nUM Awpxy fwkUmYNt ivc dwKl 
krn dI AwigAw idMdw hY[ iehnW icMnWH nUM fwkUmYNt ivc dwiKl krn dy stYp hyT ilKy Anuswr hn: 

1.  Insert tYb qy kil`k kro[ 
2. Symbol gr`up ivc Symbol btn qy kil`k kro[ 
3. AwpxI jrUrq Anuswr Symbol auqy kil`k kro[ 

 
 

pwT -5 (AYm.AYs. vrf ivc PwrmYitMg (Bwg-2)) 
KwlI QwvW Bro[ 

1. qsvIr nUM slYkt krn auprMq ___________ tYb idKweI idMdw hY[ 
a. PwrmYt  A. pyj lyA-Awaut e. iensrt  s. ivaU 
2. AsIN rYp tYkst krdy hoey ___________ AwpSn vrq skdy hW[ 
a. skyAr  A. tweIt  e. bIhweINf tYkst s. auprokq swry 
3. qsvIr dy byloVy ih`sy nUM htwaux leI _______dI vrqoN kIqI jWdI hY[ 
a. krwp  A. rotyt  e. gru`p   s. kMprYs 
4. AsIN fwkUmYNt ivc v`Kry-v`Kry rMg, tUkscr jW qsvIrW nUM ____________ AwpSn dI mdd nwl lw skdy hW[ 
a. pyz ifzweIn  A. pyz bYkgRwaUNf  e. pyj klr   s. pyj stweIl 
5. AsIN A`KrW dI igxqI nUM ivMfo dy hyTly pwsy ____________ ivc lB̀ skdy hW[ 
a. twsk bwr A. styts bwr  e. tweItl bwr  s. skrOl bwr 

 
shI/glq ilKo[ 

1. kwlm AwpSn tYkst nUM do jW v`D BwgW ivc vMfdw hY[      (shI) 
2. lYNfksyp dw mqlb hY ik pyj nUM horIjMtlI (lytvIN) sYt kIqw hoieAw hY[    (shI) 
3. gru`p AwpSn dI mdd nwl do jW v`D qsvIrW iek`TIAW ho jWdIAW hn ijvyN ik auh iek hI AwbjYkt hovy[(shI) 
4. 3D rotySn ipkcr iePYkt dI iek iksm hY[       (shI) 
5. swnUM qsvIr dI bYkgRwauNf htwaux dy nwl, qsvIr dI swP id`K pRwpq huMdI hY[   (shI) 
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Coty auyqr̀W vwly pRSn: 

 
1. klr AwpSn dIAW iqMnH SRyxIAW ikhVIAW hn? 
au: klr AwpSn dIAW iqMnH SRyxIAW hyT ilKy Anuswr hn: 

1. klr sYcUrySn: ieh qsvIr dy rMgW nUM kMtrol krdw hY[ 
2. klr ton: ieh qsvIr dy rMgW nUM kMtrol krdw hY[ 
3. rI-klr: ieh qsvIr dy rMg nUM bdlx leI  

2. kMprYs ipkcr qoN qusIN kI smJdy ho? 
au: kMprYs ipkcr dI vrqoN PweIl dy sweIz nUM Gtwaux leI kIqI jWdI hY[ieh AwpSn qsvIrW dI rYzolUSn Gtw ky, 
krwp kIqy Kyqr nUM imtw ky PweIl dy sweIz nUM Gtw idMdI hY[ieh AwpSn PwrmYt tYb dy AYfjst gru`p ivc mOjUd huMdI 
hY[ 
3. rIsY`t pIkcr bwry ilKo[ 
au: ies AwpSn dI vrqoN qsvIr ivc kIqI hoeI PwrmYitMg Aqy bdlwv nUM Kqm krn leI kIqI jWdI hY[ ieh AwpSn 
PwrmYt tYb dy AYfjst grup̀ ivc mOjUd huMdI hY[ 
4. krwp AwpSn bwry ds̀o[ 
au: ies AwpSn dI vrqoN qsvIr dy byloVy BwgW nUM htwaux leI kIqI jWdI hY[ieh AwpSn 
PwrmYt tYb dy sweIz grup̀ ivc mOjUd huMdI hY[ 
5. AOrIAYNtySn qoN qusIN kI smJdy ho? 
au: AOrIAYNtySn pyz dI KVvIN jW lytvIN idSw nUM inrDwirq krdI hY[ pyz dI AOrIANYtySn 
portryt jW lYNfskyp sYt kIqI jw skdI hY[ portryt dw mqlb hY pyz nUM KvVIN idSw ivc sYt 
krnw Aqy lYNfskyp dw mqlb hY pyz nUM lytvIN idSw ivc sYt krnw[ 

 
v`fy auyqr̀W vwly pRSn: 

1. vwtr mwrk kI huMdw hY? vrf fwkUmYNt ivc vwtr mwrk dwKl krn dy stYp ilKo[ 
au: vwtr mwrk tYkst jW qsvIrW huMdIAW hn jo fwkUmYNt tYkst dy ipCy nzr AwauNdIAW hn[ vrf ivc swnUM bxy bxwey 
vwtr mwrk dI gYlrI imldI hY jW AsIN nvW vwtr mwrk bxw ky fwkUmYNt dy tYkst ipCy sYt kr skdy hW[vrf fwkUmYNt 
ivc vwtr mwrk dwKl krn dy stYp hyT ilKy Anuswr hn: 

1. pyz ly-Awaut tYb qy kilk̀ kro[ 
2. pyz bYkgRwaUNf gru`p ivc vwtr mwrk AwpSn qy kilk̀ kro[ 
3. vwtr mwrk glrI ivc jrUrq Anuswr vwtr mwrk dI cOx kro[ 

 
 
 
2. AsIN Awpxw pyz bwfr ikvyN ifzweIn kr skdy hW? d`so[ 
au: pyz bwfr ifzweIn krn leI hyT ilKy stYp vrqy jWdy hn: 

1. pyz ly-Awaut tYb qy kilk̀ kro[ 
2. pyz bYkgRwaUNf gru`p ivc pyz bwrfr AwpSn qy kilk̀ kro[ 
3. bwrfr AYNf SyifMg fwielwg bwks Kulygw[ ies ivc Setting ivc 
jwky mnpsMd bwrfr dI cOx kro[ 
4. stweIl, klr, ivfQ Awid dI cOx kro[ 
5. OK brn auqy kil`k kro[ 
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3. spYilMg Aqy grwmr cYk krn dy stYp ilKo[ 
au: AYm.AYs. vrf swfy fwkUmYNt ivcoN spYilMg Aqy grwmr nwl sMbMDq 
glqIAW nUM cYk krn Aqy TIk krn leI keI qrIky pRdwn krdw hY[ vrf 
glq spYilMg hyT lwl rMg dI lweIn Aqy glq grwmr inXm hyT hry rMg 
dI lweIn Awpxy Awp lgw idMdw hY[ iehnW glqIAW nUM spYilMg Aqy grwmr 
cYk AwpSn dI vrqoN nwl hyT ilKy stYp vrq ky TIk kIqw jw skdw hY: 

1. Review tYb qy kilk̀ kro[ 
2. spYilMg Aqy grwmr kmWf qy kilk̀ kro[ 
3. spYilMg Aqy grwmr fwielwg bwks ivc id`qy gey suJwv Anuswr jW 
AwpxI smJ Anuswr glqIAW TIk kro[ 
4. Close btn qy kilk̀ kro[  

 
4. fwkUmYNt nUM ipMRt krn dy stYp ilKo[ 
au: fwkUmYNt nUM ipMRt krn dy stYp hyT ilKy Anuswr hn: 

1. kI-borf qoN Ctrl+P kIA dbwE[ 
2. Print Pane nzr Awvygw[ ies ivc aunWH pyzW dI ryNz slYkt kro ijnWH nUM qusIN ipRMt 
krnw cwhuMdy ho[ 
3. Number of Copies dI cOx kro[ 
4. jrUrq Anuswr hor AwpSnW dI cOx kro[ 
5. Print btn qy kil`k kro[ 

 
5. Awritsitk iePYkt kI huMdw hY? Awritsitk iePYkt dI vrqoN ikvyN kIqI jWdI hY? 
au: Awritsitk iePYkt iek Kws iksm dy pRBwv huMdy hn jo qsvIr aupr lgwey jw skdy hn[ 
ies nwl AsIN iksy qsvIr dI idK nUM ies qrWH bxw skdy hW ijvyN ik auh h`Q nwl bxweI jW 
pyNt kIqI geI hovy[Awritsitk iePYkt dI vrqoN hyT ilKy qrIky Anuswr kIqI jw skdI hY: 

1. qsvIr dI cOx kro[ 
2. PwrmYt tYb dI cOx kro[ 
3. Awritsitk iePYkt frwp fwaUn AYro qy kil`k kro[ 
4. jrUrq Anuswr stweIl dI cOx kro[ 
 

 
 
 
 
 
 
 
 
 
 
 
 

(pwT:6 mltImIfIAw) 
1. mltImIfIAw Sbd do SbdW dw sumyl hY: ieh hn ______ _____Aqy __________  (mltI, mIfIAw) 
a. qsvIrW, AvwjW  A. AwfIE, vIfIE  e. mltI, mIfIAw  s. hwrfvyAr, swPtvyAr 
2. AynImySn do qrW dI huMdI hY, ieh hn _____ Aqy ________     (pwQ, Prym) 
a. AYnwlwg, ifijtl  A. stYitk, hweIpr  e. rwstr, ibtmYp s. pwQ, Prym 
3. mltImIfIAw leI ____ Aqy _____ jrUrqW hn[      (hwrfvyAr, swPtvyAr) 
a. qsvIrW, AwvwjW  A. AYnwlwg, ifijtl  e. hwrfvyAr, swPtvyAr s. mltI, mIfIAw 
4. ienput̀ XMqrW ivc _______ Aqy ______ Swiml huMdy hn[     (kIA-borf, mwaUs) 
a. mwnItr, ipMRtr  A. rYm , hwrf ifsk  e. kIA-borf, mwaUs s. hwrfvyAr, swPtvyAr 
5. mltImIfIAw ivc tYkst _____ Aqy ________ huMdw hY[     (stYitk Aqy hwiepr) 
a. AYnwlwg, ifijtl  A. rwstr, ibtmYp  e. styitk, hweIpr s. pwQ, Prym 
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shI/glq ilKo[ 
1. mltImIfIAw leI hwrfvyAr Aqy swPtvyAr zrUrI qq̀ hn[      (shI) 
2. vIfIE dIAW do iksmW hn – AYnwlwg Aqy fIzItl vIfIE[      (shI) 
3. tYkst dIAW iqMnH iksmW huMdIAW hn[         (glq) 
4. AynImySn dIAW 2 iksmW huMdIAW hn – pwQ AynImySn Aqy tYkst AynImySn    (glq) 
5. is`iKAw dy Kyqr ivc mltImIfIAw dI koeI jrUrq nhIN huMdI[      (glq) 

Coty auqrW vwly pRSn: 
1. mltImIfIAw qoN kI Bwv hY[ 
au: mltImIfIAw Sbd do SbdW mltI Aqy mIfIAw qoN iml ky bixAw hY[ mltI qoN Bwv hY do jW do qoN vD̀ Aqy mIfIAw qoN 
Bwv hY mwiDAm[ ies qrWH mltImIfIAw iek AijhI qknIk hY ijs ivc keI qrWH dy miDAmW dI vrqoN krky sUcnw dw 
pRswr kIqw jWdw hY[ 
2. mltImIfIAw dy BwgW dw nW ilKo[ 
au: mltImIfIAw dy BwgW dy nW hyT ilKy hn: 

  
3. AYnImySn kI huMdI hY? 
au: AYnImySn mltImIfIAw dw iek Bwg hY[ AYnImySn ivc siQr qsvIrW nUM ihlju`l krdIAW idKwieAw jWdw hY[ 
gqImwn krn leI iehnW qsvIrW auq`y keI iksmW dy pRBwv Bry jWdy hn[ AYnImySn bnwaux leI ivMfoz mUvI mykr, PlYS 
Awid swPtvyAr vrqy jWdy  hn[ AYnImySn do qrWH dI huMdI hY: pwQ AYnImySn Aqy Prym AYnImySn[ 
4. vIfIE kI huMdI hY? 
au: vIfIE mltImIfIAw dw iek Bwg hY[ mltImIfIAw ivc vIfIE dI vrqoN iksy sUcnw nUM vDIAw qrIky nwl pyS krn 
leI kIqI jWdI hY[ vIfIE ivc gqImwn krdIAW qsvIrW dy nwl nwl Awvwz nUM vI clwieAw jWdw hY[ vIfIE nUM do mu`K 
iksmW ivc vMifAw jWdw hY: AYnwlwg vIfIE Aqy ifijtl vIfIE[ 
5. slweIf pRYzYntySn kI huMdI hY? 
au: mltImIfIAw pYRzYntySn ivc mltImIfIAw dI vrqoN krdy hoey iksy ivSy nUM pRBwvSwlI qrIky nwl pyS kIqw jWdw 
hY[mltImIfIAw pYRzYNtySn qoN pihlW skript (Script) ilKI jWdI hY[ skirpt ieh drSwauNdI hY ik pYRzYNtySn nUM drSkW 
swhmxy iks qrWH pyS krnw hY[ skirpt iqAwr krn qoN bwAd iesdy mu`K BwgW-tYkst, swaUNf, vIfIE, AYnImySn Aqy 
qsvIrW Awid dI iqAwrI kIqI jWdI hY[ 
6. mltImIfIAw kwnPrYNisMg kI huMdI hY? 
au: mltImIfIAw kwnPrYNisMg nUM vIfIE kwnPrYNisMg vI ikhw jWdw hY[ ieh sUcnw tYknolojI dw iek pRBwvSwlI Kyqr hY[ 
iesdI vrqoN nwl dUr-durwfy bYTy ivAkqIAW nwl Pys tU Pys (Face to Face) g`lbwq kIqI jw skdI hY[ 

v`fy auqrW vwly pRSn 
1. mltImIfIAw dy BwgW bwry ilKo[ 
au: mltImIfIAw dy BwgW dy nW hyT ilKy hn: 

 
tYkst: ilKqI sUcnw nUM tYkst ikhw jWdw hY[ ieh sUcnw Byjx dw iek Awm qrIkw hY[ tYkst do qrWH dw huMdw hY: 
stYitk tYkst Aqy hweIpr tYkst[ 
swaUNf: ieh mltImIfIAw dw sB qoN jrUrI Bwg hY[ ieh iksy ivcwr nUM spStqw nwl smJwauNdw hY[ swaUNf dy keI 
Pwrmyt huMdy hn[ audwhrx leI: MIDI, WAV Awid[ 
AYnImySn: AYnImySn mltImIfIAw dw iek Bwg hY[ AYnImySn ivc siQr qsvIrW nUM ihlju`l krdIAW idKwieAw jWdw 
hY[AYnImySn do qrWH dI huMdI hY: pwQ AYnImySn Aqy Prym AYnImySn[ 
qsvIrW: qsvIrW vI mltImIfIAw dw iek jrUrI Bwg hn[kMipaUtr rwhIN qsvIrW nUm do qrIky rwhIN bxwieAw jw skdw 
hY: rwstr Aqy vYktr[  
vIfIE: vIfIE mltImIfIAw dw iek Bwg hY[vIfIE ivc gqImwn krdIAW qsvIrW dy nwl nwl Awvwz nUM vI clwieAw 
jWdw hY[ vIfIE nUM do mùK iksmW ivc vMifAw jWdw hY: AYnwlwg vIfIE Aqy ifijtl vIfIE[ 
2. mltImIfIAw leI kI jrUrqW hn? 
au: mltImIfIAw leI muFlIAW jrUrqW hwrfvyAr Aqy swPtvyAr hn[ ieh hyT ilKy Anuswr hn:  
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hwrfvyAr jrUrqW: 
1. ienpu`t XMqr: kIA-borf, mwaUs, mweIk, kYmrw, skYnr Awid[ 
2. AwaUtpu`t XMqr: mwnItr, ipRMtr, spIkr, pRojYktr Awid[ 
3. storyz XMqr: rYm, hwrf ifsk, CD, DVD, USB sit`k Awid[ 

swPtvyAr jrUrqW: 
iehnW dI vrqoN mltImIfIAw dy q̀qW ivc bdlwv krn Aqy pRbMiDq krn leI kIqI jWdI hY[ ku`J mh`qvpUrn 
mltImIfIAw swPtvyAr ies pRkwr hn: Afob fwierYktr, mIfIAw blYNfr, mltImIfIAw iblfr Awid[ 

3. mltImIfIAw pYRzYntySn kI hY? iesnUM bnwaux leI hyTW ilKIAW g̀lW dw iDAwn r`Kxw cwhINdw hY[ 
au: mltImIfIAw pYRzYntySn ivc mltImIfIAw dI vrqoN krdy hoey iksy ivSy nUM pRBwvSwlI qrIky nwl pyS kIqw jWdw 
hY[mltImIfIAw pYRzYNtySn qoN pihlW skript (Script) ilKI jWdI hY[ skirpt ieh drSwauNdI hY ik pYRzYNtySn nUM drSkW 
swhmxy iks qrWH pyS krnw hY[ skirpt iqAwr krn qoN bwAd iesdy mu`K BwgW-tYkst, swaUNf, vIfIE, AYnImySn Aqy 
qsvIrW Awid dI iqAwrI kIqI jWdI hY[ 
mltImIfIAw pRYzYNtySn bnwaux leI iDAwn r`KxXog g̀lW: 

1. ies ivc tYkst G`t qoN Gt̀ r`Kxw cwhINdw hY[ 
2. Awvwz dI kuAwiltI vDIAw hoxI cwhINdI hY[ 
3. XUzr nUM kIA-borf Aqy mwaUs vrqx dI shUlq hoxI cwhINdI hY[ 
4. iesdw Awkwr Cotw hoxw cwhINdw hY[ 

4. mltImIfIAw dy KyqrW bwry ilKo[ 
au: mltImIfIAw dI vrqoN bhuq swry KyqrW ivc kIqI jWdI hY[ kuJ̀ mhqv̀pUrn Kyqr ies pRkwr hn: 

1. is`iKAw: ividAwrQIAW leI vDIAw is`iKAw smg̀rI iqAwr krn leI mltImIfIAw dI vrqoN kIqI jWdI hY[ 
2. vpwirk pRxwlI: vpwr ivc mltImIfIAw dI vrqoN tyRinMg, ieSiqhwrbwjI, Aqy auqpwdW dI jwxkwrI dyx leI 

kIqI jWdI hY[ 
3. mYfIkl syvwvW: mYfIkl swieMs ivc mnu`KI SrIr dy mwfl bnwaux leI mltImIfIAw dI vrqoN kIqI jWdI hY[ 
4. mnorMjn: ryfIE, tYlIvIzn, vIfIE gymW Awid mnorMjn KyqrW ivc mltImIfIAw dI vrqoN kIqI jWdI hY[ 
5. jnq`k QwvW: lweIbRyrI, SwipMg mwl, rylvy stySnW, bYNkW Awid ivc gRwhkW nUM sUcnw dyx leI kIqI jWdI hY[ 
6. mltImIfIAw kwnPrMs: iesdI vrqoN nwl dUr-durwfy bYTy ivAkqIAW nwl Pys tU Pys (Face to Face) g`lbwq 

kIqI jw skdI hY[ 
pwT-7 (AYm̀ AYs fws) 

1. ____________ ieMtrPys ivc AsIN gRwiPks dI vrqoN krdy hW[    (GUI) 
a. GUI   A. CUI    e. DOS   s. WINDOWS 
2. fws iek ___________XUzr isstm hY[       (isMgl) 
a. isMgl (Single) A. mltIpl (Multiple)  e. zIro   s. do 
3. fws dw pUrw nW hY ____________        (ifsk EpryitMg isstm) 
a. fwtw EpryitMg isstm    A. f`l EpryitMg isstm e. ifsk EpryitMg isstm     s. ifvweIs EpryitMg isstm 
4. fws iek audwhrn hY _____________       (CUI) 
a. GUI   A. CUI    e. CCLI   s. CLI 
5. _________ kMipaUtr dIAW kmWfw nUM tweIp krn dw iek AYNtrI puAwieMt hY[  (kmWf pRWpt) 
a. kmWf pRompt  A.  komn pRompt  e. krsr  s. blYk skRIn 
 

shI/glq ilKo[ 
1. iek AwpryitMg isstm kMipaUtr isstm dy swry hwrfvyAr Aqy swPtvyAr dw pRbMD krdw hY[  (shI) 
2. jI.XU.AweI. Aqy sI.XU.AweI. Alg-Alg qrWH dy XUzr ieMtrPys isstm hn[    (shI) 
3. AYm.AYs. fws ivc kMipaUtr nUM kmWf dyx leI tYkst tweIp krnw pYNdw hY[    (shI) 
4. jI.XU.AweI. ieMtrPys dI skRIn qy koeI vI ic`qr jW gRwiPks nhIN huMdw[     (glq) 
5. AYm.AYs. fws kmWf poRmpt dI ivMfo Kolx leI rn kmWf dI vrqoN kIqI jWdI hY[   (shI) 

Coty aqurW vwly pRSn 
1. fws (DOS) kI hY? 
au: fws dw pUrw nW ifsk EpryitMg isstm hY[ ieh iek isMgl XUzr EpryitMg isstm hY[ ies ivc krYktr XUzr 
ieMtrPys (CUI) dI vrqoN kIqI jWdI hY[ iesnUM mweIkroswPt kMpnI duAwrw iqAwr kIqw igAw[  
2. jI.XU.AweI. (GUI) kI hY? 
au: jI.XU.AweI dw pUrw nW gRwiPkl XUzr ieMtrPys hY[ A`j-k`l dy AwDuink kMipaUtrW ivc GUI ieMtrPys hI vrqy jWdy 
hn[ iehnW ivc kMipaUtr qy kMm krn leI kmWf ilKx dI loV nhIN pYNdI[ iehnW ivc kmWf dyx leI qsvIrW, AweIkon 
Awid aupr kilk̀ kIqw jWdw hY[ iehnW ivc mwaUs dI vrqoN nwl kMm kIqw jWdw hY[ audwhrx leI ivMfo EpryitMg 
isstm[ 
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3. sI.XU.AweI. (CUI) kI hY? 
au: sI.XU.AweI dw pUrw nW krYktr XUzr ieMtrPys hY[ A`j-k`l dy AwDuink kMipaUtrW ivc CUI ieMtrPys nhIN vrqy jWdy 
hn[ iehnW ivc kMipaUtr qy kMm krn leI kmWf ilKxI pYNdI hY[iehnW ivc mwaUs dI vrqoN nwl kMm nhIN kIqw jWdw[ 
audwhrx leI DOS[ 
4. kmWf pRompt kI hY? 
au: kmWf pRompt nUM fws pRompt vI ikhw jWdw hY[ fws ivc kmWf tweIp krn dy AYNtrI 
puAwieMt nUM kmWf pRompt ikhw jWdw hY[ kmWf pRompt tYkst aupr AwDwirq isstm hY[ ies 
isstm ivc kMipaUtr qoN koeI kMm krvwaux leI kmWf tweIp krky ds̀xw pYNdw hY[   

v`fy au`qrW vwly pRSn 
1. fws ivc kmWf ilKx dI pRikirAw dw vrnx kro[ 
au: fws ivc kmWf ilKx dI pRkIirAw dw vrnx ies pRkwr hY: 

1. kmWf pRwmpt nUM Kolo[ 
2. kmWf pRwmpt qy kmWf tweIp kro[ audwhrx leI: DATE 
3. AYNtr kIA dbwE[ 
4. jykr kmWf shI tweIp kIqI geI hY qW skRIn qy kmWf 

dI AwaUtpu`t nzr AwvygI nhIN qW kmWf ivc glqI nwl 
sMbMDq sMdyS skRIn qy nzr Awvygw[ 

2. sI.XU.AweI. Aqy jI.XU.AweI. ivc qulnw kro[ 
au: sI.XU.AweI. Aqy jI.XU.AweI. ivc qulnw hyT ilKy Anuswr hY: 

sI.XU.AweI. jI.XU.AweI. 
1. sI.XU.AweI dw pUrw nW krYktr XUzr ieMtrPys hY[ 1. jI.XU.AweI dw pUrw nW gRwiPkl XUzr ieMtrPys hY[ 
2. A`j-k`l dy AwDuink kMipaUtrW ivc CUI ieMtrPys 
nhIN vrqy jWdy hn[ 

2. A`j-k`l dy AwDuink kMipaUtrW ivc GUI ieMtrPys hI 
vrqy jWdy hn[ 

3. iehnW ivc kMipaUtr qy kMm krn leI kmWf ilKxI 
pYNdI hY[ 

3. iehnW ivc kMipaUtr qy kMm krn leI kmWf ilKx dI 
loV nhIN pYNdI[ 

4. iehnW ivc mwaUs dI vrqoN nwl kMm nhIN kIqw jWdw[ 4. iehnW ivc mwaUs dI vrqoN nwl kMm kIqw jWdw hY[ 
5. audwhrx leI DOS[ 5. audwhrx leI ivMfo EpryitMg isstm[ 

 

3. fws nUM ikvyN KoilAw jWdw hY? ds̀o[ 
au: fws nUM Kolx dy stYp hyT ilKy Anuswr hn: 

1. Window+R kIA dI mdd nwl rn bwks Kolo[ 
2. ies ivc CMD tweIp kro[ 

 
3. OK btn au`qy kilk̀ kro[ 
4. skRIn qy kmWf pOmpt ivMfo nzr AwvygI[ 
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pwT-8 
1. _______ PweIl qYA krdI hY ik iksy Kws kmWf leI iks hwrfvyAr nwl juVnw hY[ (IO.SYS) 
a. IO.SYS   A. MS.SYS  e. MSDOS.SYS  s. COMMAND.COM 
2. kMipaUtr qy iksy kMm nUM krvwaux leI id`qI geI hdwieq nUM _______ kihMdy hn[  (kmWf) 
a. lweIn   A. kmWf  e. vwk   s. hdwieq 
3. __________ fwierYktrI nUM myn fwierYktrI kihMdy hn[     (ROOT / rUt) 
a. sb (SUB)   A. mOjUdw (CURRENT) e. PweIl (FILE)  s. rUt (ROOT) 
4. ieMtrnl kmWfz _______ PweIl ivc huMdIAW hn[      (COMMAND.COM) 
a. IO.SYS   A. MS.SYS  e. MSDOS.SYS  s. COMMAND.COM 
5. keI kmWfw nUM iek̀ kmWf ivc iek`iTAW krn leI ______ dI vrqoN kIqI jWdI hY  (BATCH FILE / bYc PweIl) 
a. bYc LweIl (BATCH FILE) A. AYift (EDIT) e. COPY CON  s. ATTRIB 

shI glq ilKo[ 
1. glq qrIky nwl AYift hoeI PweIl kMipaUtr leI Kqrw ho skdI hY[     (shI) 
2. iksy glqI kwrn PweIlW ivc hox vwly bdlwv nUM rokx leI ATTRIB kmWf vrqI jWdI hY[  (shI) 
3. notpYf kmWf lweIn tYkst AYfItr hY ieh quhwnUM quhwfy kMipaUtr aupr PweIlW nUM dyKx, bnwaux Aqy bdlwv krn dI 
AwigAw idMdw hY[           (shI) 
4. bYc PweIl dI AYkstYNSn BAT huMdI hY[        (shI) 
5. pRompt iek AYkstrnl kmWf hY[         (glq) 

Coty auqrW vwly pRSn 
1. rUt fwierYktrI kI huMdI hY? 
au: rUt fwierYktrI myn fwierYktrI huMdI hY[ bwkI swrIAW fwierYktrIAW ies fwierYktrI ivc mOjUd huMdIAW hn ijnWH nUM 
sb-fwierYktrIAW ikhw jWdw hY[ bUitMg qoN qurMq bwAd rUt fwierYktrI myn fwierYktrI bx jWdI hY[ 
2. ieMtrnl kmWf dIAW koeI cwr audwhrxW idE[ 
au: ieMtrnl kmWfw COMMAND.COM PweIl ivc mOjUd huMdIAW hn[ iehnW kmWfW dIAW audwhrxw hyT ilKIAW hn: 

1. DATE 
2. TIME 
3. CLS 
4. COPY 

5. MOVE 
6. RD 
7. CD 
8. MD 

9. VER 
10. COPY CON 
11. DIR 
12. REN 

3. AYkstrnl kmWf dIAW koeI cwr audwhrxW idE[ 
au: AYkstrnl kmWfw COMMAND.COM PweIl ivc mOjUd nhIN huMdIAW[ iehnW kmWfW dIAW audwhrxw hyT ilKIAW hn: 

1. EDIT 
2. SORT 
3. SCANDISK 

4. TREE 
5. MORE 
6. LABEL 

7. ATTRIB

4. bYc PweIl kI huMdI hY? 
au: bYc PweIl dI vrqoN keI kmWfw nUM iek kmWf ivc iek`TIAW krn leI kIqI jWdI hY[ ieh kmWf pRompt qy iek Kws 
kMm krn leI vrqI jWdI hY[ bYc PweIl dI AYkstYNSn .BAT huMdI hY[ 
5. AYm.AYs. fws AYfItr kI huMdw hW? 
au: ieh iek kmWf lweIn tYkst AYfItr hY[ ies ivc AsIN AwpxIAW PWeIlW nUM Kol ky dyK skdy hW[ ies ivc nvIAW 
PweIlW vI bxw skdy hW Aqy pihlW qoN bxIAW PweIlW ivc bdlwv vI kr skdy hW[ fws AYfItr Kolx leI kmWf 
pRompt qy EDIT kmWf dI vrqoN kIqI jWdI hY[ 

v`fy auqrW vwly pRSn 
1. bYc PweIl bnwaux dy qrIky dw vrnx kro[ 
au: bYc PweIl dI vrqoN keI kmWfw nUM iek kmWf ivc iek`TIAW krn leI kIqI jWdI hY[ ies nUM hyT ilKy qrIky Anuswr 
bxwieAw jw skdw hY: 

1. fws pRompt qy EDIT kmWf tweIp kro[ 
2. fws AYfItr ivc kmWfW tweIp kro[ audwhrx leI:                      
3. PweIl nUM .BAT AYkstYNSn nwl syv kro[ 
4. fws AYfItr nUM bMd kro[ 

2. koeI iqMn ieMtrnl kmWfz dI ivAwiKAw kro[ 
au: ieMtrnl kmWfw COMMAND.COM PweIl ivc mOjUd huMdIAW hn[ iehnW ivcoN 3 kmWfW dI ivAwiKAw ies pRkwr hY: 

1. CLS: ies kmWf dI vrqoN skRIn klIAr krn leI kIqI jWdI hY[ 
2. DATE: ies kmWf dI vrqoN kMipaUtr dI qwrIK dyKx Aqy bdlx leI kIqI jWdI hY[ 
3. TIME: ies kmWf dI vrqoN kMipaUtr dw smW dyKx Aqy bdlx leI kIqI jWdI hY[ 
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3. koeI iqMn AYkstrnl kmWfz dI ivAwiKAw kro[ 
au: AYkstrnl kmWfw COMMAND.COM PweIl ivc mOjUd nhIN huMdIAW[iehnW ivcoN 3 kmWfW dI ivAwiKAw ies qrWH hY: 

1. SORT: ieh kmWf fwty nUM kRmvwr lgw ky skRIn qy idKwauNx leI vrqI jWdI hY[ 
2. EDIT: ieh kmWf fws AYfItr Kolx leI vrqI jWdI hY[ 
3. SCANDISK: ieh kmWf ifsk dw styts cYk krn leI vrqI jWdI hY[ 

4. ieMtrnl Aqy AYkstrnl kmWf ivc AMqr ilKo[ 
au: ieMtrnl Aqy AYkstrnl kmWfW ivc AMqr ies pRkwr hY: 

ieMtrnl kmWfW AYkstrnl kmWfW 
1. ieh kmWfw COMMAND.COM PweIl ivc mOjUd huMdIAW 
hn[ 

1. ieh kmWfw COMMAND.COM PweIl ivc mOjUd 
nhIN huMdIAW[ 

2. ieh kmWfw mYmrI ivc Awpxy Awp lof ho jWdIAW hn[ 2. iehnW kmWfW nUM mYmrI ivc lof krnw pYNdw hY[ 
3. ieh ien-iblt kmWfz huMdIAW hn[ 3. ieh ien-iblt kmWfz nhIN huMdIAW[ 
4. iehnW kmWfW nUM vrqx leI bwhrI PweIlW dI loV nhIN 
huMdI[ 

4. iehnW kmWfW nUM vrqx leI bwhrI PweIlW dI loV 
pYNdI hY[ 

5. audwhrx leI: DATE, TIME Awid 5. audwhrx leI: EDIT, SORT Awid 
 
5. hyTW idqIAW kmWfw dI bxqr ilKo: RD, COPY, TYPE, ATTRIB, EDIT 
au: iehnW kmWfW dIAW bxqrW hyT ilKy Anuswr hn:  

RD: iesdI vrqoN fwierYktrI imtwaux leI kIqI jWdI hY[ ies kmWf dI bxqr ies pRkwr hY:   
C:\> RD   <directory name> 

COPY: iesdI vrqoN PweIl nUM kwpI knr leI kIqI jWdI hY[ ies kmWf dI bxqr ies pRkwr hY:   
C:\> COPY   <source file name>   <target file name> 

TYPE: ies dI PweIl ivc stor fwtw dyKx leI kIqI jWdI hY[ ies kmWf dI bxqr ies pRkwr hY:   
C:\> TYPE   <file name> 

ATTRIB: iksy glqI kwrn PweIlW ivc hox vwly bdlwv nUM rokx leI ies kmWf dI vrqqoN kIqI jWdI hY[ ies kmWf 
dI bxqr ies pRkwr hY:   

C:\> ATTRIB  +R/-R/+H/-H/+A/-A <filename> 
EDIT: ies kmWf dI vrqoN fws AYfItr KOlx leI kIqI jWdI hY[ ies kmWf dI bxqr ies pRkwr hY:   

C:\> EDIT <file name> 
 

 
(SA2) KwlI QwvW Bro[ 

1. qsvIr nUM slYkt krn auprMq ___________ tYb idKweI idMdw hY[    (PwrmYt) 
2. AsIN rYp tYkst krdy hoey ___________ AwpSn vrq skdy hW[ 
a. skyAr  A. tweIt  e. bIhweINf tYkst s. auprokq swry 
3. qsvIr dy byloVy ih`sy nUM htwaux leI _______dI vrqoN kIqI jWdI hY[   (krwp) 
4. AsIN fwkUmYNt ivc v`Kry-v`Kry rMg, tUkscr jW qsvIrW nUM ___ AwpSn dI mdd nwl lw skdy hW (pyz bYkgRwaUNf) 
5. AsIN A`KrW dI igxqI nUM ivMfo dy hyTly pwsy ____________ ivc lB̀ skdy hW[  (styts bwr) 
6. mltImIfIAw Sbd do SbdW dw sumyl hY: ieh hn ______ _____Aqy __________  (mltI, mIfIAw) 
7. AynImySn do qrW dI huMdI hY, ieh hn _____ Aqy ________     (pwQ, Prym) 
8. mltImIfIAw leI ____ Aqy _____ jrUrqW hn[      (hwrfvyAr, swPtvyAr) 
9. ienpu`t AmqrW ivc _______ Aqy ______ Swiml huMdy hn[    (kIA-borf, mwaUs) 
10. mltImIfIAw ivc tYkst _____ Aqy ________ huMdw hY[     (stYitk Aqy hwiepr) 
11. ____________ ieMtrPys ivc AsIN gRwiPks dI vrqoN krdy hW[    (GUI) 
12. fws iek ___________XUzr isstm hY[       (isMgl) 
13. fws dw pUrw nW hY ____________        (ifsk EpryitMg isstm) 
14. fws iek audwhrn hY _____________       (CUI) 
15. _________ kMipaUtr dIAW kmWfw nUM tweIp krn dw iek AYNtrI puAwieMt hY[  (kmWf pRWpt) 
16. _______ PweIl qYA krdI hY ik iksy Kws kmWf leI iks hwrfvyAr nwl juVnw hY[ (IO.SYS) 
17. kMipaUtr qy iksy kMm nUM krvwaux leI id`qI geI hdwieq nUM _______ kihMdy hn[  (kmWf) 
18. __________ fwierYktrI nUM myn fwierYktrI kihMdy hn[     (ROOT / rUt) 
19. ieMtrnl kmWfz _______ PweIl ivc huMdIAW hn[      (COMMAND.COM) 
20. keI kmWfw nUM iek̀ kmWf ivc iek`iTAW krn leI ______ dI vrqoN kIqI jWdI hY  (BATCH FILE / bYc PweIl) 
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(SA2) shI/glq ilKo[ 
1. kwlm AwpSn tYkst nUM do jW v`D BwgW ivc vMfdw hY[       (shI) 
2. lYNfksyp dw mqlb hY ik pyj nUM horIjMtlI (lytvIN) sYt kIqw hoieAw hY[     (shI) 
3. gru`p AwpSn dI mdd nwl do jW v`D qsvIrW iek`TIAW ho jWdIAW hn ijvyN ik auh iek hI AwbjYkt hovy[(shI) 
4. 3D rotySn ipkcr iePYkt dI iek iksm nhIN hY[       (glq) 
5. swnUM qsvIr dI bYkgRwauNf htwaux dy nwl, qsvIr dI swP id`K pRwpq huMdI hY[    (shI) 
6. mltImIfIAw leI hwrfvyAr Aqy swPtvyAr zrUrI qq̀ hn[      (shI) 
7. vIfIE dIAW do iksmW hn – AYnwlwg Aqy fIzItl vIfIE[      (shI) 
8. tYkst dIAW iqMnH iksmW huMdIAW hn[         (glq) 
9. AynImySn dIAW 2 iksmW huMdIAW hn – pwQ AynImySn Aqy tYkst AynImySn    (glq) 
10. is`iKAw dy Kyqr ivc mltImIfIAw dI koeI jrUrq nhIN huMdI[      (glq) 
11. iek AwpryitMg isstm kMipaUtr isstm dy swry hwrfvyAr Aqy swPtvyAr dw pRbMD krdw hY[  (shI) 
12. jI.XU.AweI. Aqy sI.XU.AweI. Alg-Alg qrWH dy XUzr ieMtrPys isstm hn[    (shI) 
13. AYm.AYs. fws ivc kMipaUtr nUM kmWf dyx leI tYkst tweIp krnw pYNdw hY[    (shI) 
14. jI.XU.AweI. ieMtrPys dI skRIn qy koeI vI ic`qr jW gRwiPks nhIN huMdw[    (glq) 
15. AYm.AYs. fws kmWf poRmpt dI ivMfo Kolx leI rn kmWf dI vrqoN kIqI jWdI hY[   (shI) 
16. glq qrIky nwl AYift hoeI PweIl kMipaUtr leI Kqrw ho skdI hY[     (shI) 
17. iksy glqI kwrn PweIlW ivc hox vwly bdlwv nUM rokx leI ATTRIB kmWf vrqI jWdI hY[  (shI)  
18. notpYf kmWf lweIn tYkst AYfItr hY ieh quhwnUM quhwfy kMipaUtr aupr PweIlW nUM dyKx, bnwaux Aqy bdlwv krn dI 
AwigAw idMdw hY[            (shI) 
19. bYc PweIl dI AYkstYNSn BAT huMdI hY[        (shI) 
20. pRompt iek AYkstrnl kmWf hY[         (glq) 

FULL FORMS 
1. CPU  : sYNtrl pRosYisMg Xuint   (CENTRAL PROCESSING UNIT) 
2. RAM  : rYNfm AyksYs mYmrI   (RANDOM ACCESS MEMORY)  
3. ROM  : rIf EnlI mYmrI   (READ ONLY MEMORY) 
4. CD  : kMpYkt ifsk    (COMPACT DISK) 
5. DVD  : ifzItl vIfIE ifsk   (DIGITAL VIDEO DISK) 
6. USB  : XunIvrsl sIrIAl bs   (UNIVERSAL SERIAL BUS) 
7. BMP  : ib`tmYp ipkcr    (BITMAP PICTURE) 
8. JPEG  : juAwieMt ipkcr Ayksprt gru`p  (JOINT PICTURE EXPERT GROUP) 
9. RTF  : ir`c tYkst Pwrmyt   (RICH TEXT FORMAT) 
10. GIF  : gRwiPks ieMtrcyNz Pwrmyt  (GRAPHICS INTERCHANGE FORMAT) 
11. PNG : portybl nYtvrk gRwPIks  (PORTABLE NETWORK GRAPHICS) 
12. MPEG : mUivMg ipkcr Ayksprt grùp  (MOVING PICTURE EXPERT GROUP) 
13. MIDI : imaUizkl ieMstrUmYNt ifijtl AweIfYNtIPwier (MUSICAL INSTRUMENT DIGITAL IDENTIFIER) 
13. DOS  : ifsk EpryitMg isstm   (DISK OPERATING SYSTEM) 
14. CUI  : krYktr XUzr ieMtrPys   (CHARACTER USER INTERFACE) 
15. GUI  : gRwPIkl XUzr ieMtrPys   (GRAPHICAL USER INTERFACE) 
16. IBM  : ieMtrnYSnl ibzns mSIn  (INTERNATIONAL BUSINESS MACHINE) 
17. CLS  : klIAr skRIn    (CLEAR SCREEN) 
18. VER  : vrzn     (VERSION) 
19. MD  : myk fwierYktrI    (MAKE DIRECTORY) 
20. RD  : rImUv fwierYktrI   (REMOVE DIRECTORY) 
21. CD  : cyNj fwierYktrI    (CHANGE DIRECTORY) 
22. REN  : rInym     (RENAME) 
23. DIR  : fwierYktrI    (DIRECTORY) 
24. WWW : vrlf vweIf vYb   (WORLD WIDE WEB) 
25. PC  : prsnl kMipaUtr   (PERSONAL COMPUTER) 
26. KB  :  iklo bweIt    (KILOBYTE) 
27. MB  :  mYgw bweIt    (MEGABYTE) 
28. GB  :  gIgw bweIt    (GIGABYTE) 
29. TB  :  tYrw bweIt    (TERABYTE) 
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SHORTCUT KEYS (FOR MS WORD) 
1. Ctrl+A  : Select All   (swrw tYkst slYkt krn leI) 
2. Ctrl+B  : Bold    (tYkst nUM bolf krn leI)  
3. Ctrl+C  : Copy    (kwpI krn leI) 
4. Ctrl+D  : Font Dialoog Box  (PONt fwielwg bwks Kolx leI)  
5. Ctrl+E  : Center Align   (sYNtr AlweInmYNt krn leI) 
6. Ctrl+F  :  Find    (l`Bx leI) 
7. Ctrl+G  : Goto line/page no etc.  (iksy leIn jW pyz Awid qy jwx leI) 
8. Ctrl+H  : Replace    (iek cIz nUM dUjI cIz nwl bdlx leI) 
9. Ctrl+I   : Italic    (tYkst nUM tyFw krn leI) 
10. Ctrl+J  : Justify    (jstIPweI krn leI) 
11. Ctrl+K  : Hyperlink   (hweIprilMk bnwaux leI) 
12. Ctrl+L  : Left Align   (K`by pwsy AlweIn krn leI) 
13. Ctrl+M  : Increase Indent   (ienfYNt vDwaux leI) 
14. Ctrl+N  : New File   (nvIN PweIl Kolx leI) 
15. Ctrl+O  : Open File   (pihlW qoN bxI PweIl Kolx leI) 
16. Ctrl+P  : Print    (PweIl nUM ipRMt krn leI) 
17. Ctrl+Q  : Clear Indents and Tabs  (ienfYNts Aqy tYbz nUM Kqm krn leI) 
18. Ctrl+R  : Right Align   (s`jy pwsy AlweIn krn leI) 
19. Ctrl+S  : Save File   (PweIl nUM syv krn leI) 
20. Ctrl+T  : Increase Hanging Indent  (hYNigMg ienfYNt vDwaux leI) 
21. Ctrl+U  : Underline   (AMfrlweIn krn leI) 
22. Ctrl+V  : Paste    (k`t jW kwpI kIqI cIz nUM pyst krn leI) 
23. Ctrl+W  : Close File   (PweIl nUM bMd krn leI) 
24. Ctrl+X  : Cut    (k`t krn leI) 
25. Ctrl+Y  : Redo    (A`nfU kIqI cIz nUM vwips ilAwaux leI) 
26. Ctrl+Z  : Undo    (A`nfU krn leI) 
27. Ctrl+1  : Single Line Spacing  (iekhrI lweIn spys sYt krn leI) 
28. Ctrl+2  : Double Line Spacing  (fbl lweIn spys sYt krn leI) 
29. Ctrl+5  : 1.5 Line Spacing  (1.5 lweIn spyisMg sYt krn leI) 
30. Ctrl+]  : Increase Font Size  (PONt sweIz vDwaux leI) 
31. Ctrl+[  : Decrease Font Size  (PONt sweIz Gtwaux leI) 
32. Ctrl+Shift+C  : Copy Formats   (Pwrmyt kwpI krn leI) 
33. Ctrl+Shift+V  : Paste Formats   (Pwrmyt pyst krn leI) 
34. F3   : Change Case   (A`KrW dw kys bdlx leI) 
35. F7   : Spelling and Grammer Check (spYilMg Aqy grwmr cYk krn leI) 
36. Alt+F4  : Close Program   (pRogrwm bMd krn leI) 


