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ykbh EktK Go'L^ 

1. fJZe n?e;?Zb toe^p[Ze ftZu ________________ j[zdhnK jB. (toe^;ahNK) 

2. ;?Zb dh n;b ehws ___________________pko ftZu Bio nkTAdh j?. (ckow{bk) 

3. ___|kow?fNzr B{z n;hA io{os nB[;ko fe;h ;?Zb s/ fJZe iK fJZe s'A tZX fB:w brk e/ bkr{ eo ;ed/ jK. (ezvh;aBb) 

4. |kow?N ewKv ___________N?p T[Zs/ T[gbZpX j[zdh j?. (HOME) 
5. ;ko/ ckow{b/ ____________ fuzBQ Bkb P[o{ j'D/ ukjhd/ jB. (=) 
6. toe^PhN ftZu fby/ vkNk B{z ____________dh wdd Bkb fJZe no/Ai ehsk ik ;edk j?. (;"ofNzr) 

7. Sort & Filter ewKv _________ N?p s/ T[gbZpX j[zdh j?. (Data) 
8. __________________ ukoN ftzv' d/ nzdo ;G e[M oZydk j?. (cwrt eyrIAw) 
9. __________________ ftP/Psk s[jkB{z e[M yk; fB:w pBkT[D dh nkfrnk fdzdh j?. (fwtw vylIfySn) 
10. n?e;?Zb ftZu _______________ s[jkB{z tZyo/ tZyo/ ;B?foU tosD dh nkfrnk fdzdk j?. (whatif analysis) 
11. s[;hA toe^PhN dh ftzv' B{z _________ eoe/ d' tZy'^tZyo/ g'BK ftZu tzv ;ed/ j'. (spilt) 
12. ________ dh wdd eoe/ s[;hA ;eo'b eod/ j'J/ o'nia ns/ ekbw B{z d/y ;ed/ j' (PrIz pynz) 
13. ________ ewKvK dk ;w{j j[zdk j? fi; B{z s[;hA oB eo ;ed/ j'. (mYkro) 
14. ________ d' iK d' s'A tZX ezfgT{NoK dk fJeZm j[zdk j?. (nYtvrk) 
15. _______ fJZe nkw efgzT{No f;;Nw j? i' fe B?ZNtoe ftZu ;q'sK dh ;KM eoB bJh i[fVnk j[zdk j?. (klwieMt) 
16. ________ fJZe nfijk :zso j/ i' s[jkB{z pj[gZyh ezfgT{NoK B{z fJZejo/ B?ZNtoe ivc i[VB dh nkfrnk fdzdk j?.(h`b) 
17. ________ B?ZNtoe ftZu ;ko/ fvtkfJ; fJZe' e/pb dh ;KM eod/ jB ns/ vkNk fJZe' fdPk ftZu iaKdk j?. (isMgl irMg) 
18. ________ ;{uBk B{z pDke/ nZr/ G/idk j?.(sYNfr) 
19. vhHphHn?ZwHn?Z; dk g{ok BK _________________ j?. (vkNkp/; w?B/iw?AN f;;Nw) 

20. vkNkp/; B{z ;zGkbD dh fIzw/tkoh __________ dh j[zdh j?. (vkNkp/; n?vw?fB;Nq/No) 

21. gq";?f;zr s'A pknd vkNk _____________ ftZu pdb iKdk j?. (;{uBk) 

22. fJze d{i/ B{z ;zpzfXs ;{uBktK s'A _________________ fsnko j[zdk j?.(vkNkp/;) 

23. fJZe vkNkp/; ftZu fJZe jh soQK d/ vkNk B{z tko tko ;N'o eoB dh gqfefonk B{ vkNk _____ fejk iKdk j?. (fovBv?A;h) 

24. _________ fJZe ftZbyD ehn j[zdh j?. (gqkfJwoh ehn) 

25. ________________ fJZe fobP/B vkNkp/; w?B/iw?AN f;;Nw j?.(AYm.AYs.n?e;?Z;) 

26. ____________ vkNkp/; dk w[Zy nzr j[zdk j?. (N/pb) 

27. fJZe cahbv fJZe' soKQ d/ __________________ dk ;?ZN j[zdk j?. (vkNk nkJhNw;) 

28. e[n?ohI N/pb B{z pdbD, ______ ns/ _____ eoB bJh tosh iKdh j?. (fvbhN eoB, N/pb pDkT[D , e[n?ohI ngv/N) 

29. fJZe cahbv bJh yk; ;?fNzr ____________ ejkT[Adh j?. (vkNk NkJhg;) 

30. Gmail  ____________ dh fJZe w[cas Jh w/b ;/tk j?. (Google ) 
31. fJzNoB?ZN d/ T[Zs/ jo/e wPhB B{z fJZe fJZebk (:{fBe ) Bzpo fdZsk iKdk j? fi; B{z ______ fejk iKdk j?. (IP n?vo/Z;) 

32. ________ fJZe soKQ dk N?Z;N j? i' fJj gsk bkT[Adk j? fe :{Io wB[Zy j? fe BjhA. (CAPTCHA) 
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33. _____fJZe soKQ dk w?bt/no j[zdk j? i' fe :{Io d/ ezfgT{No B{z fpBKQ nkfrnk tosD bJh pDkfJnk frnk j?.(No'IB) 

34. TV  ns/ o/vhU, fJzNoB?ZN T[Zs/________ whvhnk d/ T[dkjoB jB. (;Nohfwzr) 

;jh$}bs 

1. r[rb vqkJht d/ IohJ/ n;hA cakJhbK B{z nkB bkJhB ;N'o ns/ P/no BjhA eo ;ed/^ rbs. 

2. n?ANh tkJho; ;kcaNt/no dh tos'A eoe/ tkfJo; Bkba fBgfNnk ik ;edk j? ^ ;jh. 

3. BCC ftZu n;hA T[jBK ftneshnK d/ Jh w/b gs/ NkJhg eod/ jK fiBKQ B{z n;hA Jh w/b dh fJZe ekgh sK G/id/ jK go d{i/ 

fo;hfgnzN B{z fJ; dk gsk BjhA uZbdk ^ ;jh . 

4. fvIhNb f;rB/uo B{z pkfJUrqkch d/ IohJ/ pDkfJnk s/ t?ohcakJh ehsk iKdk j?. rbs 

5. b?B fJZe pj[s tZv/ G{r'fbe y/so ftZu j[zdk j?. rbs 

6. c[Zb v{gb?e; ftZu ;{uBk d'jK fdPktK ftZu G/ih iKdh j?. ;jh . 

7. gq'N'e'b vkNk ;zuko d/ ;w/A tos/ ikD d/ fB:w j[zd/ jB. ;jh . 

8. B?ZNtoe ;kB{z ;feT{oNh gqdkB BjhA eodk. rbs 

9. ezfgT{NoK dh frDsh tZXD s/ B?ZNtoe dh ezw eoB dh ;woZEk tZX iKdh j?. ;jh . 

10. ;gkJht/no fJZe Jh w/b co"v (X'yk) j?, fi; ftZu rbs ezw eoB tkbk ftnesh, fJZe n;b fd;D tkbh Jh w/b ;kB{z G/idk j? i' 

;kvh fBZih ' s/ ftZsh ikDekoh fJZemh eo b?Adk j? ;jh . 

FULL FORMS 
DBA   Database Administrator      (vkNkp/; n?vwhfB;Nq/No) 

DBMS   Database Management Sysyem    (vkNkp/; w?B/iw?AN f;;Nw) 

SQL   Structure Query Language     (;Noeuo e[nkoh b?Ar[J/i) 

CODASYL Conference On DAta SYstem Language  (kwnPrYNs Awn fwtw isstm lYNgueyz) 
DBTG  DataBase Task Group        (fwtwbys twsk gru`p) 
RDBMS  Relational DataBase Management System  (irlySnl fwtwbys mYnyjmYNt isstm) 
IBM  International Business Machine   (ieMtrnYSnl ibzns mSIn) 
TCP/IP  Transmission Control Protocol/Internet Protocol (tRWsmISn kMtrol pRotokol/ieMtrnYt pRotokol) 
SMTP  Simple Mail Transfer Protocol   (isMpl myl tRWsPr pRotokol) 
HTTP  HyperText Transfer Protocol   (hweIpr tYkst tRWsPr pRotokol) 
FTP  File Transfer Protocol    (PweIl tRWsPr pRotokol) 
ICT  Information and Communication Technology (ieMnPrmySn AYNf kMminaUkySn tYknolojI) 
IT  Infromation Technology    (ieMnPrmySn tYknolojI) 
OCR  Optical Character Recognition    (AwptIkl krYktr irkognISn) 
IP  Internet Protocol     (ieMtrnYt pRotokol) 
CAPTCHA  Completely Automated Public Turing  test to tell Computer and Humans Apart 
  (kMpiltlI Awtomytf pbilk itaUriMg tYst tU tY`l kMipaUtr AYNf ihaUmns Apwrt) 
EMAIL  Electronic Mail     (ielYktRoink myl) 
CC  Carbon Copy     (kwrbn kwpI) 
BCC  Blind Carbon Copy    (blwieMf kwrbn kwpI) 
WWW  World Wide Web     (vrlf vweIf vYb) 
PAN  Personal Area Network    (prsnl eyrIAw nYtvrk) 
LAN  Local Area Network    (lokl eyrIAw nYtvrk) 
MAN  Metroploitan Area Network   (mYtropolItn eyrIAw nYtvrk) 
WAN  Wide Area Network    (vweIf eyrIAw nYtvrk) 
NIC  Network Interface Card    (nYtvrk ieMtrPys kwrf) 
G2C   Government to Citizen    (gvrnmYNt tU istIzn) 
G2G   Government to Government   (gvrnmYNt tU gvrnmYNt) 
G2E   Government to Employee    (gvrnmYNt tU ieMplweI) 
G2B   Government to Businessmen   (gvrnmYNt tU ibznsmYn) 
IRCTC   Indian Railway Catering and Tourism Corporation Ltd  

(ieMfIAn rylvy kYtirMg AYNf tUrIzm korporySn ilmItf) 
PC  Personal Computer    (prsnl kMipaUtr) 
KB  KiloByte      (iklobweIt) 
MB  MegaByte     (mYgwbweIt) 
GB  GigaByte     (gIgwbweIt) 
TB  TeraByte     (tYrwbweIt) 
CD  Compact Disk     (kMmpYkt ifsk) 
DVD  Digital Video Disk     (ifzItl vIfIE ifsk) 
MODEM  Modulation Demodulation   (mwfUlySn fImwfUlySn) 
VPN  Virtual Private Network    (vrcUAl pRweIvyt nYtvrk) 
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pwT – 1 (AYm.AYs. AYkls Bwg-1)  

AYksl ivMfo:

 

AYksl ivc v`K-v`K PwrmYitMg AwpSnz:  
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pwT – 1 (AYm.AYs. AYkls Bwg-1 dy AiBAws pRSn) 
KwlI QwvW Bro[ 

1. iek AYksl vrkbuk̀ ivc ____________ huMdIAW hn[ 
a. vrkSItW  A. roAz  e. kwlmz  s. PwrmUly 
2. sYl dI Asl kImq _________ bwr ivc nzr AwauNdI hY[ 
a. tweItl  A. mInUM   e. PwrmUlw  s. ienWH ivcoN koeI nhIN 
3. _____ PwrmYitMg nUM AsIN AwpxI jrUrq Anuswr iksI sYl auqy iek jW iek qoN v`D inXm lgw ky lwgU kr skdy hW[ 
a. PwrmUlw  A. PMkSn  e. kMfISnl  s. ienWH ivcoN koeI nhIN 
4. &wrmYt kmWf ________ tYb auqy auplbD huMdI hY[ 
a. Home  A. Insert   e. Data   s. Formula 
5. swry &wrmUly _______ icMnH nwl SurU hoxy cwhIdy hn[ 
a. ∑ (isgmw)  A. + (jmWH)  e. = (brwbr hY) s. ienWH ivcoN koeI nhIN 
6. vrkSIt ivc ilKy fwtw nUM ___________ dI mdd nwl iek kRm ivc AryNj kIqw jw skdw hY[ 
a. PwrmUlw  A. PMkSn  e. iPltr  s. soritMg 
7. Sort & Filter kmWf _________ tYb au`qy auplbD huMdI hY[ 
a. Home  A. Insert   e. Data   s. Home Aqy Data 
 

Coty auqrW vwly pRSn: 
pRSn: 1 PwrmYitMg kI huMdI hY? 
au`qr: PwrmYitMg iek pRikRAw hY ijs rwhIN AYksl ivcly fwtw dI id`K nuM bdilAw jw skdw hY[ PwrmYitMg krn nwl sYlW 
ivcly fwtw ivc koeI Prk nhIN pYNdw[ ies nwl isrP fwtw dI id`K ivc bdlwv AwauNdw hY[ AYksl ivc PwrmYitMg krn 
leI PwrmYt sYlz fwielwg bwks dI vrqoN kIqI jWdI hY[ ieh fwielwg bwks Kolx leI Ctrl+Shift+F Swrtk`t-kIA 
vrqI jWdI hY[ 
 
2. AYksl dy nMbr PwrmYt nUM pRBwiSq kro[ 
au`qr: AYksl ivc nMbr PwrmYt dI vrqoN nMbrW dI id`K nUM bdlx leI kIqI jWdI hY[ AYksl ivc nMbrW dI id`K hyT 
ilKy qrIikAW nwl bdlI jw skdI hY: 

 nMbr dy nwl dSmlv (45.00) idKwauxw  
 nYgyitv nMbrW nUM v`K – v`K qrIikAw nwl drSwauxw  
 nMbr nUM komw sYprytr lgw ky idKauxw[ 

 
3. swDwrn PwrmUilAW leI ikhVy stYNfrf Eprytr vrqy jWdy hn? 
au`qr: AYksl ivc swDwrn PwrmUilAW leI hyT ilKy stYNfrf Eprytr vrqy jWdy hn: 

 joVn leI + dw inSwn 
 Gtwaux leI – dw inSwn 
 guxw krn leI * dw inSwn 
 Bwg dyx leI / (Pwrvrf slYS) dw inSwn 
 vrg leI ^ dw inSwn 
 PwrmUlw SurU krn leI = dw inSwn 

 

4. sYl rYPrYNs kI huMdI hY? 
au`qr: sYl̀ rYPrYNs sYl dw AfrYs huMdw hY jo ik PwrmUly jW PMkSnW ivc vriqAw jWdw hY[ audwhrx leI: =A1+A2 PwrmUly 
ivc A1 Aqy A2 sYl dy rYPrYNs nUM drSwauNdy hn[ A1 Aqy A2 sYlW ivcly fwtw dw joV krn leI ieh PwrmUlw vriqAw jw 
skdw hY[ AYksl ivc sYl dw rYPrYNs ilKx dy 3 qrIky hn: AYbsoilaUt rYPrYNs, rYlyitv rYPrYNs, imksf rYPrYNs[ 
 

5. PMkSn dy ikhVy-ikhVy Bwg huMdy hn? 
au`qr: PMkSn pihlW qoN hI pirBwiSq PwrmUly huMdy hn[ iehnW dI vrqoN AYksl ivc gxnwvW krn leI kIqI jWdI hY[ 
hryk PMkSn nUM vrqx dw iek Kws kRm huMdw hY ijs nUM PMkSn dw isMtYks ikhw jWdw hY[ PMkSn brwbr hY (= ) dy icMnH qoN 
SurU huMdw hY[ 
PMkSn isMtYks ivc vrqy jWdy v`K-v`K Bwg hyT ilKy Anuswr hn: 

1. brwbr hY (=) dw icMnH 
2. PMkSn dw nW[ audwhrx leI: SUM 
3. brYktW ivc AwrgUmYNts[ audwhrx leI sYlW dI ryNz A1:A10 
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6. sOritMg kI huMdI hY? 
au`qr: AYksl ivc fwtw nUM iek kRm ivc lgwauxw soritMg khwauNdw hY[ fwtw nUM Gtdy jW vDdy 
iksy ivc kRm ivc lgwieAw jw skdw hY[ fwtw nUM sOrt krn leI Home jW Data tYbz dI vrqoN 
kIqI jw skdI hY[fwtw nUM vDdy kRm ivc lgwaux leI  Aqy Gtdy kRm ivc lgwaux leI  dI 
vrqoN kIqI jWdI hY[ 
 

7. i&ltr kI huMdy hn? 
au`qr: AYksl ivc iPltr dI vrqoN iksy Kws sUcnw nUM l`Bx leI kIqI jWdI hY[ AYksl ivc v`K-
v`K iksmW dy fwtw au`pr iPltr lgwey jw skdy hn[ iPltr iek jW iek qoN vD̀ kwlmW ayu`pr 
lgwey jw skdy hn[fwtw nUM iPltr krn leI Home jW Data tYbz dI vrqoN kIqI jw skdI hY[ 

 

v`fy auqrW vwly pRSn: 
1. mrz Aqy sYNtr kI huMdw hY? sYlW dy iek gru`p nUM mrz krn dy pVwA ilKo[ 
au`qr:mrz Aqy sYNtr AwpSn dI vrqoN nwl keI sY`lW dy gr`up nUM ie`k sỲl ivc iekT̀w kIqw jWdw hY 
Aqy ies ivcly ilKy fwtw nUM sYNtr ivc ilAwieAw jWdw hY[ audwhrx leI ijvyN ic`qr ivc idKwieAw 
igAw hY[ ieh AwpSn Home tYb ivc mOjUd huMdI hY[ sYlW dy gru`p nUM mrj krn dy pVwA hyT ilKy 
Anuswr hn: 

1. mrj krn leI sYlW dy gru`p nUM slYkt kro[ 
2. Home tYb ivc AlweInmYNt gr`up ivc Merge and Center btn dy AYro qy kilk̀ kro[ 
3. frwp fwaUn ilst ivcoN Merge Cells AwpSn qy kilk̀ kro[  
4. ies qrWH slYkt kIqy hoey sYlW dw gr`up mrj ho jwvygw[ 

2. kMfISnl PwrmYitMg kI huMdI hY? kMfISnl PwrmYitMg inXm nUM bnwaux dy pVwA ilKo[ 
au`qr: kMfISnl PwrmYitMg iek Aijhw tUl hY ijs rwhIN sYlW aupr iksy kMfISnl dy ADwr qy PwrmYitMg lwgU kIqI jWdI 
hY[ ieh PwrmYitMg sYlW aupr isrP qW hI lwgU huMdI hY jy sYlW dw fwtw kMfISnl PwrmYitMg dy inXmW dy Anuswr myl KWdw 
hovy[ kMfISnl PwrmYitMg inXm nUM bnwaux dy pVwA hyT ilKy Anuswr hn: 

1. ijhVy sYlW aupr kMfISnl PwrmYitMg lwgU krnI hY auhnW sYlW nUM slYkt kro[ 
2. Home tYb ivc Condition Formatting AwpSn qy kil`k kro[ 
3. frwp fwaUn ilst ivcoN Highlight Cell Rules ivcoN jrUrq Anuswr Condition slYkt kro[ 
4. kMfISn leI mu`l dwKl kro Aqy OK auqy kil`k kro[ 

 
 

3. sY`l kI huMdw hY? AsIN AwpxI mOjUdw vrkSIt ivc iek nvyN sYl nUM ikvyN dwKl kr 
skdy hW[ 
au`qr: AYksl ivc roAz Aqy kwlmz dy kwt Kyqr nwl sY`l bxdw hY[ AYksl ivc hryk sY`l 
dw ie`k AfrYs huMdw hY[ ieh AfrYs kwlm dy nW Aqy roA dy nMbr qoN iml ky bxdw hY[ 
audwhrx leI: A5 sYl AfrYs A kwlm Aqy 5 nMbr roA dy kt`x nwl bixAw hY[  
mOjUdw vrkSIt ivc AsIN iksy vI jgwH dy nvW sYl dwKl kr skdy hW[ nvW sYl dwKl krn dy 
pVwA hyT ilKy Anuswr hn: 

1. aus roA jW kwlm dI cOx kro ij`Qy AsIN nvW sYl dwKl krnw cwhuMdy hW[ 
2. Home tYb dy Cell gru`p ivc Insert btn qy kilk̀ kro[ 
3. frwp fwaUn ilst ivcoN Insert Cells qy kil`k kro[ 
4. Inserrt fwielwg bwks ivcoN FukvIN AwpSn qy kilk̀ kro[ 
4. ies qrWH iek̀ nvW sYl dwKl ho jwvygw[ 



9vIN jmwq   pyz nM: 6  
 

 

s.s.s.s. (kM), sunwm pyz nM: 6 iqAwr krqw: ivkws kWsl 

 
4. PwrmUlw kI huMdw hY? AYksl ivc iek nvW PwrmUlw bnwaux dy pVwA ilKo[ 
au`qr: AYksl ivc PwrmUly nUmYrIkl sUcnw dI gxnw krn leI vrqy jWdy hn[ PwrmUlw brwbr hY (= ) dy icMnH qoN SurU 
huMdw hY[ PwrmUly ivc sYl rYPrYNs jW mu`lW nUM isD̀w hI vrq ky gxnw kIqI jw skdI hY[ PwrmUly ivc stNYfrf EprytrW (+, 
-, *, /, ^) dI vrqoN kIqI jWdI hY[ AYksl ivc iek nvW PwrmUlw dwKl krn dy pVwA hyT ilKy Anuswr hn: 

1. ijs sYl ivc au`qr cwhIdw hY auh sYl nUM slYkt kro[ audwhrx leI A3 sYl slYkt kro[ 
2. brwbr hY (=) dw icMnH tweIp krky jrUrq Anuswr PwrmUlw tweIp kro[ audwhrx leI (=A1+A2) 
3. AYNtr kIA dbwE[ 

 
 
5. PMkSn kI huMdw hY? AYksl ivc iek byisk PMkSn bnwaux dy pVwA ilKo[ 
au`qr: PMkSn pihlW qoN hI pirBwiSq PwrmUly huMdy hn[ iehnW dI vrqoN AYksl ivc gxnwvW krn leI kIqI jWdI hY[ 
hryk PMkSn nUM vrqx dw iek Kws kRm huMdw hY ijs nUM PMkSn dw isMtYks ikhw jWdw hY[PMkSn brwbr hY (= ) dy icMnH qoN 
SurU huMdw hY[AYksl ivc iek byisk PMkSn bnwaux dy pVwA hyT ilKy Anuswr hn[ 

1. ijs sYl ivc au`qr cwhIdw hY auh sYl nUM slYkt kro[ audwhrx leI A3 sYl slYkt kro[ 
2. brwbr hY (=) dw icMnH tweIp krky jrUrq Anuswr PMkSn tweIp kro[ audwhrx leI (=SUM(A1:A2)) 
3. AYNtr kIA dbwE[ 

 

 
 

 

pwT – 2 (AYm.AYs. AYkls Bwg-2) 
KwlI QwvW Bro[ 

1. ____________ cwrt ivMfo dy AMdr sB ku`J r`Kdw hY[ 
a. fwtw mwrkr  A. AYkisz  e. cwrt eyrIAw  s. ienHW ivcoN koeI nhIN 
2. _______ ivSySqw quhwnUM ku`J Kws inXm bnwaux dI AwigAw idMdI hY[ 
a. fwtw vylIfySn A. pwievt tybl e. cwrt   s. ienWH ivcoN koeI nhIN 
3. AYksl ivc ___________ quhwnMU v`Kry-v`Kry snYirE vrqx dI AwigAw idMdw hY[ 
a. fwtw vylIfySn A. pwievt tybl e. cwrt   s. WhatIf Analysis 
4. qusIN vrkSIt dI ivMfo nUM ___________ krky do vK̀o vK̀ry pynW ivc vMf skdy hW[ 
a. hweIf  A. spilt  e. AryNj   s. ienWH ivcoN koeI nhIN 
5. __________ dI mdd krky qusIN skrol krdy hoey roAz Aqy kwlmz nUm dyK skdy ho[ 
a. hweIf  A. spilt  e. AryNj   s. PrIz pynz 
6. ___________ kmWfW dw smUh huMdw hY ijs nUM qusIN rn kr skdy ho[ 
a. Goal Seek  A. mYkro  e. WhatIf Analysis  s. ienWH ivcoN koeI nhIN 
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Coty au`qrW vwly pRSn: 
pR 1. AYksl ivc cwrt kI huMdw hY? 
au. AYksl ivc cwrt iek Aijhw tUl hY ijs nwl fwtw nUM gRwiPkl rUp ivc 
idKwieAw jw skdw hY[ cwrt fwtw nUM pRBwvSwlI rUp ivc drSwaux ivc swfI mdd 
krdw hY[ nMbrW ivc qulnw idKwayux leI jW mu`lW ivc ruJwn drSwaux leI cwrt sB 
qoN au`qm qrIkw hY[ AYksl ivc AsIN keI iksmW dy cwrt bxw skdy hW[ id`qw igAw 
icqr Ayksl ivc kwlm cwrt nMU drSwauNdw hY[ 
pR 2. AYksl ivc cwrt dIAW iksmW ilKo[ 
a. AYksl ivc AsIN keI iskmW dy cwrt bxw skdy hW[  AYksl ivc bxwdy jWdy ku`J mu`K cwrt dIAW iksmW hyT ilKy 
Anuswr hn: 
1. pweI cwrt  
2. kwlm cwrt 
3. lweIn cwrt 

4. bwr cwrt 
5. eyrIAw cwrt 
6. sYktr cwrt, Awid 

pR 3. pwievt tybl kI huMdy hn? 
au. jdoN AYksl dI SIt ivc fwtw bhuq ijAwdw mwqrw ivc huMdw hY qW keI vwr ausdw ivSlySx krnw bhuq muSkl ho 
jWdw hY[ pwievt tybl dI mdd nwl ies fwty dw ivSlySx krnw Awswn ho jWdw hY[ v`fIAW Aqy jitl vrkSItW ivc 
gxnwvW krn leI pweIvt tybl bVy shwiek tUl huMdy hn[ fwty dw swr iqAwr krn leI vI pwievt tyblW dI vrqoN 
kIqI jWdI hY[ 
pR 4. fwtw tUlz kI huMdy hn? 
au: AYksl ivc fwtw tUlz ku`J swDwrn tUlz hn[ ienWH tUlz dI vrqoN nwl fwtw nUM AwswnI nwl bdilAw jw skdw hY[ 
ieh tUlz Data tYb ivc mOjUd huMdy hn[ fwtw vYlIfySn, WhatIf Analysis, Text to Columns, sort, iPltr Awid ku`J 
Awm vrqy jwx vwly mh`qvpUrn fwtw tUlz hn[ hyTW id`qw ic`qr Data tYb ivc mOjud v`K-v`K fwtw tUlz nUM drSw irhw 
hY[ 

pR 5. WhatIf Analysis kI huMdw hY? 
au. WhatIf Analysis AYksl ivc vriqAw jwx vwlw iek mh̀qvpurn fwtw tUl hY[ ieh AYksl dy Data tYb ivc mOjUd 
huMdw hY[ AYksl ivc keI vwr Anjwx kImqW pqw krn leI keI guMJldwr gxnwvW krnIAW pYNdIAW hn[ ieh guMJldwr 
guxnwvW nUM Awswn krn leI AYksl ivc WhatIf Analysis dI vrqoN kIqI jWdI hY[ AYksl ivc ieh tUl PwrmuilAW leI 
v`Ko v~KrIAW kImqW dI jWc krn ivc vI shwiek huMdw hY[ 
pR 6. Goal Seek kI huMdw hY? 
au. Goal Seek AYksl ivc vriqAw jwx vwlw iek mh̀qvpurn 
fwtw tUl hY[ ieh AYksl dy Data tYb ivc WhatIf Analysis tUl 
sY`t dw iek̀ ih`sw hY[ ieh tUl XUzr nUM AwpxI psMd Anuswr nqIjw 
hwisl krn leI sMBv kImq nUM dwKl krn dI AwigAw idMdw hY[ 
pR 7. mYkro kI huMdw hY? 
au: AYksl ivc keI vwr swnUM koeI kMm vwr-vwr krn dI jrUrq pYNdI hY[ Aijhy vwr-vwr duhrwey jwx vwly kMmW nUM mYkro 
ivc irkwrf krky r`iKAw jw skdw hY[ iehnW irkwrf kIqIAW kmWfz nUM Biv`K ivc jrUrq pYx qy iek kil`k nwl 
dubwrw vriqAw jw skdw hY[ ies qrW vwr–vwr kIqy jwx vwly kMmW nUM krn ivc G`t smW lgdw hY[ swDwrx SbdW ivc 
ikhw jw skdw hY ik mYkro vwr-vwr duhrweIAW jwx vwlIAW kmWfw dI ilst stOr krdw hY ijs nUM loV pYx qy iek kil̀k 
nwl hI krvwieAw jw skdw hY ijs nwl swfy smyN dI bc̀q huMdI hY[ 

 
v`fy au`qrW vwly pRSn: 

pR 1. cwrt kI huMdw hY? AYksl ivc cwrt nUM bnwaux dy pVwv ilKo[ 
au: AYksl ivc cwrt iek Aijhw tUl hY ijs nwl fwtw nUM gRwiPkl rUp ivc idKwieAw jw skdw hY[ cwrt fwtw nUM 
pRBwvSwlI rUp ivc drSwaux ivc swfI mdd krdw hY[ nMbrW ivc qulnw idKwayux leI jW mu`lW ivc ruJwn drSwaux leI 
cwrt sB qoN au`qm qrIkw hY[ AYksl ivc AsIN keI iksmW dy cwrt bxw skdy hW[ cwrt bnwaux dy pVwv hyT ilKy hn: 

1. auhnW sYlW dI ryNz slYkt kro ijnWH leI cwrt iqAwr krnw hY[ 
2. Insert tYb qy kil`k kro[ 
3. Chart gru`p ivcoN jrUrq Anuswr FukvIN cwrt dI iksm qy kil`k kro[ 
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4. ies qrWH AYksl dI SIt ivc iek nvW cwrt iqAwr ho jwvygw[ 

 
 
pR 2. cwrt dy AYlImYNts (q`q) ilKo[ 
au: AYksl ivc cwrt iek Aijhw tUl hY ijs nwl fwtw nUM gRwiPkl rUp ivc idKwieAw jw skdw hY[ AYksl ivc cwrt 
dy keI q`q huMdy hn[ mu`K q̀q hyT ilKy Anuswr hn: 

1. cwrt eyrIAw:ieh cwr ivMfo dy AMdr cwrt dw swrw ih`sw huMdw hY[ 
2. fwtw sIrIz:ieh roA jW kwlm dy nMbr huMdy hn ijnWH nUM cwrt ivc plot kIqw jWdw hY[ 
3. AYkiss: ieh x Aqy y AYkiss huMdy hn ijnWH dI vrqoN nwl cwrt dy fwtw nUM plot kIqw jWdw hY[ 
4. plot eyrIAw: ieh auh eyrIAw huMdw hY ij`Qy cwrt plot kIqw jWdw hY[ 
5. gir`f lweInz:ieh lweInW cwrt ivc gir`f nUM pRdriSq krdIAW hn[ 
6. ilzYNf: ieh cwrt ivc iek ieMfYks huMdw hY jo cwrt ivc vrqy gey pYtrn nUM drSwauNdw hY[ 

 
 
pR 3. Convert Text to Columns kI huMdw hY? Convert Text to Columns dy pVwA ilKo[ 
au: Convert Text to Columns AYksl ivc vriqAw jwx vwlw iek mh`qvpurn fwtw tUl hY[ ieh AYksl dy Data tYb 
ivc mOjUd huMdw hY[ AYksl dy iek sYl ivc ilKy fwty nUM v`Kry-v`Kry kwlm ivc ilKx leI Convert Text to Columns 
AwpSn dI vrqoN kIqI jWdI hY[ audwhrx leI jykr AsIN pury nwmW dI ilKI hoeI iek ilst iv`coN AwKrI Aqy pihly nW 
nUM v`K-v`K kwlmW ivc ilKxw cwhuMdy hW qW ies AwpSn dI vrqoN kIqI jw skdI hY[   
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Convert Text to Columns dy pVwA hyT ilKy Anuswr hn: 
1. sYlW dI ryNz slYkt kro[ 
2. fwtw tYb qy kil`k kro[ 
3. Convert Text to Columns AwpSn qy kilk̀ kro[ 
4. fYlImItr aupr kilk̀ kro Aqy iPr Next btn qy kil`k kro[  
5. aus fYlImItr dI cOx kro ijs Anuswr tYkst nUM kwlmW ivc qbdIl krnw hY Aqy iPr Next btn qy kil`k kro[ 
6. jrUrq Anuswr AwpSnz cuxo Aqy Finish btn qy kilk̀ kro[ 

 
pR 4. Data Validation kI huMdI hY? Data Validation inXm ikvyN bnwieAw jWdw hY? 
au: Data Validation AYksl ivc vriqAw jwx vwlw iek mh`qvpurn fwtw tUl hY[ ieh AwpSn AYksl dy Data tYb ivc 
mOjUd huMdI hY[ fwtw vylIfySn ivSySqw rwhIN AsIN sYl ivc AYNtr kIqy jwx vwly fwtw sMbMDI inXm inrDwirq krdy hW[ 
fwtw vylIfySn inXm ieh pirBwiSq krdy hn ik sYl ivc ik dwKl kIqw jw skdw hY[ jykr sYl ivc twiep kIqw fwtw 
inXmW dy Anuswr nW hovy qW ieh swnUM glqI vwlw sMdyS drSwvygw[ 
fwtw vylIfySn inXm bnwaux leI hyT ilKy pVwA hn: 

1. aunWH sYlW dI ryNz slYkt kro ijnWH aupr fwtw vylIfySn dy inXm lwgU krnw cwhuMdy hW[ 
2. Data tYb qy kilk̀ kro[ 
3. Data Validation frwp fwaUn mInUM qy kil`k kro[ 
4. Data Validation AwpSn qy kil`k kro[ 
5. fwtw mylIfySn dy Settings tYb ivc Validation Criteria ivc 
jrUrq Anuswr inXm lwgU kro[ 
6. inXm lwgU krn qoN bwAd OK btn qy kil`k kro[ 

 
 
 
 
 
 
 
 
 
pR 5. Protection kI huMdI hY? iksy vrkSIt nUM pRotYkt krn dy pVwA ilKo[ 
au: pRotYkSn qoN Bwv hY Awpxy fwtw nUM iksI Ax-
AiDkwirq ivAkqI vloN glq vrqoN krn qoN bcwauxw[ 
AYksl ivc vI AsIN Awpxy fwtw nUM CyVKwnI qoN bcwaux 
leI vrkSIt nMU pRotYkt kr ky r`K skdy hW[ AYksl 
ivc vrkSIt nUM pRotYkt krn leI Review tYb ivc 
Protect Sheet AwpSn dI vrqoN kIqI jWdI hY[ vrkSIt 
nUM pRotYkt krn leI pVwA hyT ilKy Anuswr hn: 
1. Review tYb qy kilk̀ kro[ 
2. Protect Sheet qy kilk̀ kro[ 
3. pwsvrf dwKl kro[  
4. OK btn qy kil`k kro[ 
 
pR 6. Split Worksheet kI huMdI hY? iksI vrkSIt nUM spilt krn dy pVwA ilKo[ 
au: Split qoN Bwv hY vMfxw[jykr iksy vrkSIt ivc fwtw ijAwdw hovy qW kMm nUM shI FMg nwl krn leI aus nUM vKry v`Kry 
BwgW ivc vMifAw jw skdw hY[ AYksl ivc Split Worksheet AwpSn vrkSIt ivMfo nUM v`Kry v`Kry pynz ivc vMf idMdI hY[ 
Split krn dI AwpSn View tYb ivc mOjUd huMdI hY[ AYksl ivc iksI vrkSIt nUM spilt krn dy pVwA hyT ilKy 
Anuswr hn: 

1. aus sYl aupr kil`k kro ijQoN qusIN vrkSIt nUM v`K-vK̀ pynz ivc vMfxw cwhuMdy ho[ 
2. View tYb qy kil`k kro[ 
3. Window gru`p ivc Split btn qy kilk̀ kro[ 
4. ies qrWH vrkSIt slYkt kIqy sYl Anuswr v`K-v`K BwgW ivc vMfI jwvygI[ 
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pwT – 3 (nYtvrikMg) 
KwlI QwvW Bro[ 
1. ________________ do jW do qoN v`D kMipaUtrW dw iek`T huMdw hY[ 
a. nYtvrk  A. ieMtrnYt  e. vwierlYs̀  s. topolojI 
2. _____________ iek Awm kMipaUtr isstm hY jo ik nYtvrk ivc sRoqW dI sWJ krn leI juiVAw huMdw hY[ 
a. srvr  A. klwieMt  e. nof   s. lYn  h. vYn 
3. ________ iek Aijhw XMqr hY jo quhwnUM bhup`KI kMipaUtrW nUM iekihry nYtvrk XMqr nwl juVn dI AwigAw idMdw hY[ 
a. hb̀   A. b`s   e. irMg   s. stwr 
4. _____________ nYtvrk ivc swry XMqr iek̀o kybl dI sWJ krdy hn Aqy fwtw iek̀o idSw ivc jWdw hY[ 
a. isMgl irMg  A. ifaUl irMg  e. MAN  s. LAN 
5. ______________ sUcnw nUM bxwky A`gy Byjdw hY[ 
a. pRotokol  A. irsIvr  e. sYNfr  s. h`b 
 
shI jW glq ilKo[ 
1. LAN ie`k bhuq v`fy Bugoilk Kyqr ivc huMdw hY[       (glq) 
2. Pu`l fuplYks ivc sUcnw dohW idSwvW ivc ByjI jWdI hY[      (shI) 
3. pRotokol fwtw sMcwr dy smyN vrqy jwx dy inXm huMdy hn[      (shI) 
4. nYtvrk swnUM sikaUrtI pRdwn nhIN krdw[       (glq) 
5. kMipaUtrW dI igxqI vDx qy nYtvrk dI kMm krn dI smr`Qw vD̀ jWdI hY[   (shI) 
 

Coty au`qrW vwly pRSn: 
pR: 1. koeI cwr nYtvrk topolojI dy nW d̀so[ 
au: nYtvrk topolojIz dy nW hyT ilKy hn: 

1. b`s topolojI 
2. irMg topolojI 
3. stwr topolojI 
4. mYS topolojI 
5. tRI topolojI 
6. hweIibRf topolojI 
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pR: 2. nYtvrikMg leI ikhVy-ikhVy kMipaUtr iesqymwl huMdy hn? 
au:nYtvrikMg leI hyT ilKy do qrWH dy kMipaUtr vrqy jWdy hn 

1. klwieMt jW nof: ieh iek Awm kMipaUtr isstm huMdw hY[ ieh nYtvrk ivc 
sRoqW dI sWJ krn leI juiVAw huMdw hY[ 
2. srvr: ieh iek SkqISwlI kMipaUtr huMdw hY[ ieh nYtvrk ivc sUcnw jW sRoqW 
dI sWJ krn ivc mdd krdy hn[ ieh kMipaUtr nYtvrk ivc klwieMt kMipaUtrW 
qy kMt 
rol krdw hY[ 

 
pR: 3. rUtr/rwaUtr kI huMdw hY? 
au: rwaUtr iek hwrfvyAr XMqr hY jo nYtvrk ivc vriqAw jWdw hY[ ieh nYtvrk ivc fwtw 
nUM pRwpq krdw hY, pRwpq kIqy fwtw dw inrIKx krdw hY Aqy fwtw nUM ausy nYtvrk jW hor 
nYtvrk ivc A`gy Byjdw hY[ 
 
 
pR: 4. h`b kI huMdI hY? 
au: h̀b iek hwrfvyAr XMqr hY jo nYtvrk ivc vriqAw jWdw hY[ iesdI vrqoN stwr 
topolojI ivc keI kMipaUtrW nUM Awps ivc joVn leI vriqAw jWdw hY[ swDwrx rUp ivc 
h`b iek port qoN fwtw pRwpq krdw hY Aqy iPr ies fwtw nUM fuplIkyt krky bwkI smUh 
portW aupr auplbD krvWdw hY[ ies qrW h`b ies nwl juVy kMipaUtrW ivc fwtw vMf dI 
shulq pRdwn krdw hY[ 
 
 
pR: 5. do qrWH dIAW irMg topolojIz ikhVIAW huMdIAW hn? 
au: irMg topolojI ivc swry kMipaUtr iek irMg dI qrWH juVy huMdy hn[ ies ivc hryk nof A`gy do hor nofz nwl juVI huMdI 
hY[ ieh topolojI hyT ilKy do qrW dI huMdI hY[ 
1. isMgl irMg: ies topolojI ivc ie`k hI kybl dI sWJ kIqI jWdI hY Aqy fwtw ieko hI idSw ivc jWdw hY[ hryk XMqr 
AwpxI vwrI dw ieMqzwr krdw hY Aqy ieh fwtw pRwpq krky Ag̀y Byjdw hY[ 
2. ifaUl irMg: ies topolojI ivc do qrWH dI irMg kybl vrqI jWdI hY[ ies kwrx ies topolojI ivc fwtw dovyN idSwvW 
ivc ByijAw jw skdw hY[ 

 
 

v`fy au`qrW vwly pRSn: 
pR: 1. nYtvrk kI huMdw hY? nYtvrk dy lwB Aqy hwnIAW ilKo[ 
au: nYtvrk: nYtvrk do jW do qoN v`D kMipaUtrW dw iek`T huMdw hY[ nYtvrk ivc ieh kMipaUtr v`K-v`K sMcwr swDnW nwl 
Awps ivc juVy huMdy hn qW jo PweIlW dI Adlw-bdlI, sRoqW dI sWJ Aqy sMcwr kIqw jw sky[ nYtvrk ivc kMipaUtrW 
ivckwr kunYkSn ijAwdwqr kybl qwr duAwrw bxy huMdy hn prMqu lMbI durI vwly nYtvrkW leI ryfIE isgnl jW sYtylweIt 
ilMk duAwrw vI nYtvrk kunYkSn bxwey jw skdy hn[ 
nYtvrk dy lwB Aqy hwnIAW: nYtvrk dy Awpxy lwB Aqy hwnIAW vI huMdIAW hn jo ik ies pRkwr hn: 
nYtvrk dy lwB: 

1. nYtvrkW nwl fwtw Aqy sUcnW dI sWJ AwswnI nwl kIqI jw skdI hY[ 
2. nYtvrkW nwl hwrfvyAr Aqy swPtvyAr dI sWJ ho skdI hY[ 
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3. nYtvkr rwhIN sMcwr bhuq qyjI nwl kIqw jw skdw hY[ 
4. nYtvrk ivc PweIlW dI vrqoN Aqy sWJ qyjI nwl huMdI hY[ 
5. nYtvrk rwhIN mihMgy XMqrW nUM sWJw krky smUcy isstm dI lwgq GtweI jw skdI hY[ 
6. nYtvrk BrosyXog huMdy hn[ 
7. nYtvrkW dI mdd nwl nYtvrk dy iksy vI kMipaUtr dw bYkA`p lYxw Awswn ho jWdw hY[ 
8. nYtvkw swfy fwtw nUM sur`iKAq rK̀x ivc vI swfI mdd krdy hn[ 

nYtvrk dIAW hwnIAW: 
1. nYtvrk dy Pyl ho jwx nwl swrIAW kyNdrI syvwvW Pyl ho jWdIAW hn[ 
2. nYtvrk dw pRbMDn krnw AOKw huMdw hY[ 
3. nYtvrk aupr fwtw dI glq vrqoN ho skdI hY[ 
4. nYtvrk bnwaux dI kImq kwPI huMdI hY[ 

 
pR: 2. kMipaUtr nYtvrk dy BwgW bwry jwxkwrI idE[ 
au: kMipaUtr nYtvrk dy keI Bwg huMdy hn[ hryk Bwg nYtvrk nUM sucwrU FMg nwl 
clwaux leI zrUrI huMdw hY[ kMipaUtr nYtvrk dy v`K-v`K mu`K BwgW dI ivAwiKAw hyT 
ilKy Anuswr kIqI jw skdI hY: 
1. kMipaUtr: nYtvrk dw mùK kMm kMipaUtrW nUM Awps ivc joVnw huMdw hY[ nYtvrk leI 
ieh kMipaUtr hyT ilKy do iksmW dy huMdy hn[ 

a. klwieMt jW nof: ieh iek Awm kMipaUtr isstm huMdw hY[ ieh nYtvrk ivc 
sRoqW dI sWJ krn leI nYtvrk ivc juiVAw huMdw hY[ 
A. srvr: ieh iek SkqISwlI kMipaUtr huMdw hY[ ieh nYtvrk ivc sUcnw jW sRoqW 
dI sWJ krn ivc mdd krdy hn[ ieh kMipaUtr nYtvrk ivc klwieMt kMipaUtrW qy 
kMtrol krdw hY[ 

2. nYtvrk ieMtrPys kwrf (NIC): 
ieh iek kMipaUtr srkt borf/kwrf huMdw hY[ ies dI vrqoN kMipaUtr nUM nYtvrk nwl joVn leI kIqI jWdI hY[ 
3. h`b/siv̀c:  
h`b iek hwrfvyAr XMqr hY jo nYtvrk ivc vriqAw jWdw hY[ iesdI vrqoN stwr topolojI ivc keI kMipaUtrW nUM Awps 
ivc joVn leI vriqAw jWdw hY[ swDwrx rUp ivc h̀b iek port qoN fwtw pRwpq krdw hY Aqy iPr ies fwtw nUM fuplIkyt 
krky bwkI smUh portW aupr auplbD krvWdw hY[ ies qrW h̀b ies nwl juVy kMipaUtrW ivc fwtw vMf dI shulq pRdwn 
krdw hY[ 
4. rwaUtr: 
rwaUtr iek hwrfvyAr XMqr hY jo nYtvrk ivc vriqAw jWdw hY[ ieh nYtvrk ivc fwtw nUM pRwpq krdw hY, pRwpq kIqy 
fwtw dw inrIKx krdw hY Aqy fwtw nUM ausy nYtvrk jW hor nYtvrk ivc A`gy Byjdw hY[ 
 
pR: 3. nYtvrk dIAW iksmW bwry ds̀o[ 
au: nYtvrk keI iksmW dy huMdy hn[ nYtvrkW nUM auhnW dy Awkwr Aqy auhnW nUM vrqx dy qrIky Anuswr Al`g-Al`g 
SRyxIAW ivc vMifAw jw skdw hY[ nYtvrk dy Awkwr dy AwDwr qy ienWH nUM hyT ilKy cwr BwgW ivc 
vMifAw jw skdw hY: 
1. pYn (PAN): prsnl eyrIAw nYtvrk 
ieh auh nYtvrk huMdw hY jo iek ivAkqI dy Awly duAwly l`igAw huMdw hY[ ies dw dwierw 10 
mItr dy lgBg huMdw hY[ ieh nYtvrk dPqr jW irhwieS dy AMdr huMdw hY[ 
2. lYn (LAN): lokl eyrIAw nYtvrk 
iek nYtvrk iek dPqr dI iblifMg jW skUl dI kMipaUtr lYb jW Gr ivc huMdw hY[ies 
nYtvrk dI vrqoN kMipaUtr XMqrW dy ivckwr sMcwr krn leI kIqI jWdI hY[ ieh nYtvrk 
PweIlW jW hwrfvyAr XMqrW nUM sWJw krn leI bxwieAw jWdw hY[ ieh Awkwr ivc 1 mIl dy Gyry q̀k sIimq huMdw hY[ 
3. mYn (MAN): mYtropolItn eyrIAw nYtvrk 
iek v`fy Kyqr ijvyN ik Sihr ivc PYilAw hoieAw nYtvrk mYn nYtvrk khwauNdw hY[ audwhrx leI kybl tI.vI. nYtvrk[ 
mYn nYtvrk iek v`fy Kyqr ivc PYly keI Coty v`fy lYn nYtvrkW nUM joV ky bxwieAw jw skdw hY[ ieh Awkwr ivc 5 qoN 50 
ik.mI. dy dwiery AMdr PYilAw ho skdw hY[ 
4. vYn (WAN): vweIf eyrIAw nYtvrk 
ieh iek bhuq v`fy BUgoilk Kyqr ijvyN ky dyS, mhWdIp jW swrI dUnIAW ivc PYilAw ho skdw hY[ vYn ivc bhuq swry keI 
Coty vf̀y lYn Aqy mYn nYtvrk juVy ho skdy hn[ ieMtrnYt vYn nYtvrk dI iek vDIAw audwhrx hY[ 
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pR: 4. fwtw tRWsimSn dy qrIky d`so[ 
au: fwtw tWRsimSn qoN Bwv hY sYNfr Aqy irsIvr dy ivckwr fwtw jW sUcnw dw vhwE[sYNfr Aqy irsIvr dy ivckwr fwtw 
jW sUcnw dw vhwE keI qrIikAW nwl ho skdw hY[ ieh qrIky hyT ilKy Anuswr 3 qrWH dy ho skdy hn: 

 
isMplYks: 
ies qrIky ivc fwtw dw sMcwr iek idSwvI huMdw hY[ ies ivDI ivc fwtw jW sUcnw isrP iek idSw ivc hI jw skdI hY[ 
audwhrx leI tYlIivzn[ 
hwP fUplYks: 
ies qrIky ivc fwtw dw sMcwr do idSwvI huMdw hY[ prMqU ieh sMcwr ieko smyN ivc nhIN ho skdw[ audwhrx leI puils jW 
POjIAW vloN vriqAw jwx vwlw vwkI twkI isstm[ 
Pu`l fUplYks: 
ies qrIky ivc vI fwtw dw sMcwr do idSwvI huMdw hY[ prMqU ieh sMcwr ieko smyN ivc ho skdw[ audwhrx leI tYlIPon 
isstm[ 

pwT: 4 (fI.bI.AYm̀.AY`s. nwl jwx pCwx) 
KwlI QwvW Bro[ 

1. fI. bI.AYm.AYs. dw pUrw nW ________________ hY[ 
a. fwtwbys mYnyjr isstm  A. fwtwbys mYnyijMg isstm  e. fwtwbys mYnyjmYNt isstm  s. fwtwbys mYsyNjr swPtvyAr 
2. fwtwbys nUM sMBwlx dI juMmyvwrI ____________ dI huMdI hY[ 
a. fwtwbys mwstr   A. fwtwbys AYfmIinstRytr   e. XUzr  s. Awm ivAkqI 
3. pRosYisMg qoN bwAd fwtw ____________ ivc bdl jWdw hY[ 
a. fwtwbys    A. sUcnw    e. AYNtItI   s. swPtvyAr 
4. iek dUjy nUM sMbMDq sUcnwvW qoN __________ iqAwr huMdw hY[ 
a. fwtwbys   A. fI. bI.AYm.AYs.   e. fI.bI.ey.   s. PweIl pRosYisMg isstm 
5. iek fwtwbys ivc iek hI qrWH dy fwtw nUM vwr-vwr stor krn dI pRikirAw nUM fwtw ________ ikhw jWdw hY[ 
a. ieMtYigRtI   A. irfnfYNsI    e. AwbjYkt   s. Porn kIA 
6. _____________ iek ivl`Kx kI huMdI hY[ 
a. pRweImrI kIA A. Porn kIA    e. ielktRoink kIA s. fwtwbys kIA 

pUry nW ilKo[ 
DBA  :  DataBase Administrtor (fwtwbys AYfmIinstRytr) 
DBMS  : DataBase Management System (fwtwbys mYnyjmYNt isstm) 
SQL  : Structured Query Language (stRkcrf ikaUrI lYNgueyz) 

Coty auqrW vwly pRSn 
1. fwtwbys qoN kI Bwv hY?  
au: iek dUjy nwl sMbMDq sUcnwvW dy smUh nUM fwtwbys ikhw jWdw hY[ fwtwbys ivc fwtw qrqIbvwr stor kIqw jWdw hY[ 
fwtwbys ivc sUcnwvW dI auic`q ivvsQw huMdI hY[ fwtwbys qoN iksy vI smyN lOVINdI sUcnw pRwpq kIqI jw skdI hY[ fwtwbys 
iqAwr krn leI iek swPtvyAr vriqAw jWdw hY ijsnUM fwtwbys mYnyjmYNt isstm ikhw jWdw hY[ 
2. vK̀-vK̀ qrWH dy irlySniSp ikhVy hn? 
au: vK̀-v`K qrWH dy irlySniSp hyT ilKy Anuswr hn: 

1. iek qoN iek irlySniSp 
2. iek qoN Anyk irlySniSp 
3. Anyk qoN Anyk irlySniSp 

3. v`K-v̀K fI.bI.ey. dy nW d`so[ 
au: vK̀-v`K fI.bI.ey. dy nW hyT ilKy hn: 

1. AYfmIinstRyitv fI.bI.ey. 
2. ifvlpmYNt fI.bI.ey. 
3. AwrkItYkt fI.bI.ey. 
4. fwtw vyArhwaUs fI.bI.ey. 
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4. SQL kI hY? 
au: SQL dw pUrw nW strkcrf ikaUrI lYNgueyz hY[ ieh iek hweI lyvl BwSw hY jo ik irlySnl fwtwbys ivc vrqI jWdI 
hY[ ies dI vrqoN fwtw nUM sWBx, kMtrol krn, bdlx Awid kMmW leI kIqI jWdI hY[ ieh iek pRogrwmr leI ieh 
inrDwirq krn ivc shwiek huMdI hY iks fwtw dI ausnUM zrUrq hY 
5. kIAz ikMnyH qrWH dIAW huMdIAW hn? 
au: kIAz fwtwbys mYnyjmYNt isstm dw bhuq mh`qvpUrn ih`sw huMdIAW hn[ ieh keI iksmW dIAW huMdIAW hn[ Awm 
vrqIAW jwx vwlIAW kIAz ies qrW HN: 

1. supr kIA 
2. kYNfIfyt kIA 
3. pRweImrI kIA 
4. kMpoist kIA 
5. Porn kIA 

v`fy auqrW vwly pRSn 
pR.1. nwrmlweIjySn bwry jwxkwrI idE[ ieh ikMnHI pRkwr dI huMdI hY? 
au: nwrmlweIjySn iek ivigAwnk ivDI hY[ ies ivDI duAwrw AOKy tybl nUM iblkul Awswn qrIky nwl XUzr dy smJnXog 
rUp ivc bdilAw jw skdw hY[ies dI vrqoN nwl tybl ivcoN irfnfYNsI nUM G`t kIqw jw skdw hY[ ieh fwtwbys 
ienknisstYNsI nUM G̀t krn jW Kqm krn leI vI vrqI jWdI hY[ ieh keI pRkwr dI huMdI hY[ nwrmlweIjySn nUM lwgU 
krn dy iehnW qrIikAW nUM nwrml Pwrmz ikhw jWdw hY[ nwrmlweIzySn  dy ieh qrIky hyT ilKy Anuswr hn: 

1. pihlI nwrml Pwrm 
2. dUjI nwrml Pwrm 
3. qIjI nwrml Pwrm 
4. cOQI nwrml Pwrm 
5. pMjvIN nwrml Pwrm 

pR.2. PweIl pRosYisMg isstm kI huMdw hY? iesdy lwB Aqy hwnIAW dso[ 
au: kMipaUtr dI vrqoN qoN pihlW swrI sUcnw kwgzW auqy stor kIqI jWdI sI[ kwgzW ivcoN koeI jwxkwrI l`Bxw bhuq 
muSkl kMm sI[ pr kMipaUtr ny swfI ieh muSikl h`l kr idqI[ hux ieh swrI sUcnw PweIlW dy rUp ivc kMipaUtr ivc 
stro krky r`KI jwx l`g peI hY[ ies nvyN isstm nUM hI PweIl pRosYisMg isstm ikhw jWdw hY[ ies isstm ivc sUcnw nUM 
PweIl dy rUp ivc notpYf ivc stor kIqw jWdw hY[ ies isstm dy lwB Aqy hwnIAW hyT ilKy Anuswr hn[ 
PweIl pRosYisMg isstm dy lwB: PweIl pRosYisMg isstm dy lwB hyT ilKy Anuswr hn: 

1. ies isstm nUM vrqx leI iksy Kws iksm dI qknIkI jwxkwrI dI loV nhIN hY[ 
2. ies isstm ivc fwty dI strkcr nUM smJxw Awswn huMdw hY[ 
3. ies isstm dI lwgq G`t huMdI hY[ 
4. ies isstm nUM vrqxw Awswn huMdw hY[ 
5. ies isstm ivc fwtw nUM AwswnI nwl iek jgwH qoN dUsrI jgwH qy iljwieAw jw skdw hY[ 

PweIl pRosYisMg isstm dIAW hwnIAW: PweIl pRosYisMg isstm dIAW hwnIAW hyT ilKy Anuswr hn: 
1. swrIAW sMbMDq sUcnwvW vK̀-`vK PweIlW ivc stor huMdIAW hn pr iehnW ivc koeI mYipMg nhIN huMdI[ 
2. fuplIkyt fwtw nUM vYlIfyt krn eI ies isstm ivc koeI vI qrIkw Swiml nhIN hY[ 
3. PweIl ivc fwtw nUM iek Kws PwrmYt ivc hI stor kIqw jWdw hY, ijvyN ik tYb, komw, sYmIkwlm Awid 
4. ies isstm ivc fwtw dI suriKAw G`t hY[ 
5. iek hI qrWH dy fwtw dIAW vK̀-v`K kwpIAW ivc koeI myl nhIN huMdw[ iesnUM fwtw ienknisstYNsI kihMdy hn[ 

3. fI.bI.AYm.AYs. kI huMdw hY? iesdy lwB Aqy hwnIAW dso[ 
au: fI.bI.AYm.AYs. dw pUrw nW fwtwbys mYnyjmYNt isstm hY[ ies isstm nUM PweIl pRosYisMg isstm dIAW kmIAW nUM pUrw 
krn leI bxwieAw igAw hY[ ieh iek isstm swPtvyAr hY[ ies nMU fwtwbys bxwaux, fwtw dw pRbMD krn, fwtw nUM 
rIkvr krn Awid kMmW leI vriqAw jWdw hY[fI.bI.AYm.AYs. XUzr Aqy fwtwbys ivc iek ieMtrPys dw kMm krdw hY[ 
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fI.bI.AYm.AYs. dy lwB: 
1. fI.bI.AYm.AYs. irfnfYNsI nUM kMtrol krdw hY[ 
2. fwtw nUM keI XUzrz ivckwr vMifAw jw skdw hY[ 
3. fI.bI.AYm.AYs. fwtw bYkA`p dI suivDw pRdwn krdw hY[ 
4. fI.bI.AYm.AYs. fwtw dI sur`iKAw pRdwn krdw hY[ 

fI.bI.AYm.AYs. dIAW hwnIAW: 
1. fI.bI.AYm.AYs. nUM vrqx leI qknIkI isiKAw dI lOV pYNdI hY[ 
2. fI.bI.AYm.AYs. dI kImq Aqy pRbMDn dw Krcw ijAwdw huMdI hY[ 
3. fI.bI.AYm.AYs. leI vD̀ hwrfvyAr dI lOV pYNdI hY[ 
4. fI.bI.AYm.AYs. ivc kMm krnw kwPI guMJldwr huMdw hY[ 
5. fI.bI.AYm.AYs. nUM iek jgwH qoN dUjI jgwH lY ky jwxw  bhuq AOKw huMdw hY[ 

 
4. AYnittI kI huMdI hY? ies dIAW iksmW bwry jwxkwrI idE[ 
au: AYnittI aujh cIz huMdI hY ijs nwl sMbMDq fwtw AsIN fwtwbys ivc stor krky r`Kdy hW[ hr iek AYnittI ku`J fwtw 
Awietmz qoN imlky bxdI hY[ ieh fwtw Awietmz AYnittI nUM ibAwn krdy hn[ iehnW fwtw Awietmz nUM AYnittI dy 
AYtrIibaUts ikhw jWdw hY[ audwhrx leI hyT idqy tybl ivc ividAwrQI nUM AYnittI ikhw igAw hY Aqy rol nM, klws, 
nwm, ipqw dw nW, mwqw dw nW, mobwiel nM Aqy pqw fwtw Awietmz hn ijnWH nUM AYtrIibaUts ikhw jWdw hY[ 
 

 
 
AYnittI dIAW iksmW: 
fI.bI.AYm.AYs. ivc AYnittI dIAW hyT ilKIAW do iksmW huMdIAW hn:  
1. vIk AYnittI (Weak Entity): auh AYnittI ijs dI koeI pRweImrI kIA nhIN huMdI aus nUM vIk AYnittI ikhw jWdw hY[ 
2. stRWg AYnittI (Strong Entity): auh AYnittI ijs dI pRweImrI kIA huMdI hY aus nUM stRWg AYnittI ikhw jWdw hY[ 
 
5. fwtw mwfl qoN kI Bwv hY? iesdy BwgW bwry vI ds̀o[ 
au: fwtw mwfl qoN Bwv hY ik auh qrIkw jo swnUM fwtwbys dy strkcr bwry jwxkwrI idMdw hY[ ies dI vrqoN fwtw dw 
vrnx krn leI, fwtw ivckwr sMbMDW dw vrnx krn Awid kMmW leI kIqI jWdI hY[  
fwtw mwfl dy Bwg: 
fwtw mwflz mùK qOr qy iqMn BwgW ivc vMfy jw skdy hn jo ik hyT ilKy Anuswr hn: 

1. AwbjYkt ErIAYNtf lwjIkl mwfl: ies dI vrqoN lweIn dr lweIn fwtw dw vrnx krn leI kIqI jWdI hY[ 
ieh mu`K qOr qy pMj pRkwr dw huMdw hY: 
 bweInrI mwfl 
 PMkSnl mwfl 
 AYnittI irlySniSp mwfl 
 AwbjYkr ErIAYNtf lwjIkl mwfl 
 ismYNitk fwtw mwfl 

2. irkwrf bysf lwjIkl mwfl: ies dI vrqoN lweIn dr lweIn fwtw dw vrnx krn leI kIqI jWdI hY[ pr 
ies ivc p`ky qOr qy iek PwrmYt dI vrqoN kIqI jWdI hY[ ies ivc hr iek irkwrf dy Awpxy AYtrIibaUts huMdy 
hn[ ieh 3 qrWH dy huMdy hn: 

 nYtvrk mwfl 
 irlySnl mwfl 
 hYrwrIkl mwfl 

3. iPjIkl fwtw mwfl: ies dI vrqoN fwtw dw sB qoN incly lyvl auqy vrnx krn leI kIqI jWdI hY[ AYnittI, 
AYtrIibaUts, AyYnittI sYt, irlySniSp, irlySniSp sYt Awid ies mwfl dy ku`J mh`qvpUrn ih`sy hn[  
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pwT: 5 (AYm.AYs. AYksYs nwl jwx pCwx) 
KwlI QwvW Bro[ 

1. ____________ iek irlySnl fwtwbys mYnyjmYNt isstm hY[ 
a. AYksl  A. vrf   e. pwvr-puAwieMt  s. AYksY~s 
2. ___________ fwtwbys dw m̀uK AMg huMdw hY[ 
a. kuAYrI  A. tybl  e. Pwrm   s. mwifaul 
3. iek PIlf ieko qrWH dy ____________ dw sYt huMdw hY[ 
a. fwtwbys  A. tyblz  33e. fwtw Awietmz  s. Pwrmz 
4. kuAYrIz tybl nUM bdlx, _________, _________ Aqy ___________ krn leI vrqI jWdI hY[ 
a. sWBx, Pwrm, Apfyt    A. iflIt, tyblbxwaux, ikaUrI Apfyt  
e. stor krn, pyst krn, kwpI krn  s. kuAYrI kwpI krn, mwifaUl iqAwr krn, irport bxwaux 
5. iek PIlf leI Kws sYitMg _____________ khwauNdI hY[ 
a. fwtwbys  A. mYkro  e. fwtw tweIps  s. irports 

Coty auqrW vwly pRSn 
1. AYm. AYs. AYksYs dy kMponYnts (BwgW) dy nW ilKo[ 
au: AYm. AYs. AYksYs dy kMponYnts (BwgW) dy nW hyT ilKu Anuswr hn: 

1. tybl 
2. Pwrm 

3. irport 
4. ikaUrI 

5. mYkro 
6. mwifaUl 

2. AYm. AYs. AYksYs ivc ikhVy ikhVy fwtw tweIps vrqy jWdy hn? 
au: AYm. AYs. AYksYs ivc hyT ilKy fwtw tweIps vrqy jWdy hn: 

1. tYkst 
2. nMbr 
3. fyt/tweIm 
4. XYs/nO 

5. krMsI 
6. Awto nMbr 
7. mImo 
8. E.AYl.eI. AwbjYkt 

9. hweIprilMk 
10. kYlkulytf 

3. AYm. AYs. AYksYs dIAW kI ivSySqwvW hn? 
au: AYm. AYs. AYksYs dIAW ivSySqwvW hyT ilKy Anuswr hn: 

1. Awswn ienstwlySn Aqy kMm krnw[ 
2. AwswnI nwl ih`sw lYxw[ 
3. pRis`D irlySnl fwtwbys mYnyjmYNt isstm[ 
4. pYsy dI b`cq 

5. suivDwjnk storyz smr`Qw 
6. mltIXUzr dI shulq 
7. fwtw iemport krnw 
8. fwtw dI sur`iKAw[ 

4. irkwrf qoN kI Bwv hY? 
au: iek strkcr ivc sMbMDq fwtw dw smUh irkwrf AKvwauNdw hY[ tybl ivc iek irkwrf nUM tpl jW roA vI ikhw 
jWdw hY[ audwhrx leI iek ividAwrQI dy irkwrf ivc aus dw rol nM, nW, ipqw dw nW, jmwq Awid fwtw AweItmz ho 
skdIAW hn[ 
5. tybl kI huMdw hY? tybl bxwaux dy vK̀-vK̀ qrIky dso[ 
au: tybl fwtwbys dw iek muK̀ AMg huMdw hY[ ies dI vrqoN fwtw nUM stor krn leI kIqI jWdI hY[ tybl ivc roAz huMdIAW 
hn ijnWH nUM irkwrf ikhw jWdw hY[ iek fwtwbys ivc iek qoN v`D tybl ho skdy hn[AYksYs ivc tybl keI qrIikAW nwl 
bxwieAw jw skdw hY[ tybl bxwaux dy qrIky hyT ilKy Anuswr hn[ 

1. fwtwSIt ivaU rwhIN tybl bxwauxw[ 
2. ifzweIn ivaU ivc tybl bxwauxw[ 

6. Pwrm qoN kI Bwv hY? 
au: Pwrm AYm.AYs. AYksYs dw iek mh̀qvpUrn AMg hY[ Pwrm tyblz dI gRwPIkl pySkwrI hY[ Pwrm dI vrqoN tybl ivc 
fwtw Brn, tybl ivclw fwtw dyKx jW bdlx leI kIqI jw skdI hY[ Pwrm nwl tybl ivc AwswnI nwl fwtw BirAw jw 
skdw hY[ 
7.irport kI huMdI hY? 
au: irport AYm.AYs. AYksYs dw iek mh`qvpUrn AMg hY[ irport dI vrqoN tybl ivcly fwtw nUM AwpxI suivDw Anuswr 
ipRMt krn leI kIqI jWdI hY[  

v`fy auqrW vwly pRSn 
gqPB 1H vkNkp/; fvIkJhB bJh eh-eh Io{oh ;/XK jB. ikDekoh fdU. 

T[ZsoL vkNkp/; fvIkJhB eoB s'A gfjbK s[jkB{z e[[M jdkfJsK B{z wzBDk g?Adk j?. fJj jdkfJsK s[jkB{z fJZe tXhnk vkNkp/; 

pDkT[D ftZu wdd eodhnK jB. 

1H nkgDh Io{os d/ nB[;ko T[j ;ko/ cahbv bZG' fizBQK s'A ;kvh b'VhAdh ikDekoh gqkgs ehsh ik ;e/. 

2H fvIkJhB tXhnk pDkT[D bJh vkNk d/ jo fJZe fjZ;/ B{z S'N/ S'N/ wjZstg{[oB fjZf;nK ftZu tzv'. 

3H N/pb ftZu ro[Zg ;zpzXh cahbvI B{z pDkU. 
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4H jo fJZe N/pb ftZu gqkfJwoh ehn pDkU i' fe ftbZyD s"o s/ gSkfDnk ik ;e/. 

5H N/pbI d/ ftZu fJZe ;KMK cahbv th gkT[Dk ukjhdk j? . 

gqPB 2H vkNkPhN ftT{ okjhA N/pb pBkT[D d/ ;N?Zg fby'. 

T[ZsoL vkNkPhN ftT{ okjhA N/pb pBkT[D d/ ;N?Zg: 
 N/pb ro[Zg ftZu eqhJ/N N?Zp ftZu N/pb pNB T[Zs/ efbZe eo'.  

 fJZe BtK pb?Ae N/pb vkNkPhN ftT{ ftZu nkpi?eN ftzv' ftZu y[b ikt/rk. vkNkPhN ftT{ ftZu vkNk seohpB 

n?e;?Zb toePhN tKr jh dkyb j[zdk j?.  

 id' s[;hA vkNk God/ j' sk N/pb ;Neouo nkgD/ nkg pD iKdk j?.  

gqPB 3H fvIkJhB ftT{ okjhA N/pb fet/ pDkfJnk iKdk j?. ;N?Zg dZ;'. 

T[ZsoL fvIkJhB ftT{ ftZu N/pb pDkT[D bJh ;N?Zg jBL 

1H create tab nXhB N/pb ro[Zg ftZu N/pb fvIkJhB pNB s/ efbZe eo'. nkpi?eN ftzv' ftZu fJZe ykbh N/pb open j' 
ikt/rk. 

2H cahbv B/w ekbw ftZu gfjbk cahbv B/w NkJhg eo'. cahbv B/w 64 eo?eNo d/ j' ;ed/ jB fiBKQ ftZu b?NoI, BzpoI, 

;g/;,po?eN; nkfd j' ;ed/ jB. 

3H vkNk NkJhg ekbw ftZu vkT[B n?o' T[Zs/ efbZe eo' ns/ fb;N ftZu'A fJZe vkNk NkJhg u[D'. 

4H description ekbw ftZu cahbv bJh detail NkJhg eo'. 

5H j'o cahbv; b? e/ nkT[D bJh ;N?Zg 2 s'A 4 d[jokT[. ;ko/ cahbv GoB s'A pknd N/pb B{z ;/t eo'. 

gqPB 4H fcabNo eh j[zd/ jB<fJ;B{z bkr{ eoB d/ ;N?Zg fby'. 

T[ZsoL fcabNo fJZe nfijk sohek j? i' fe ;kB{z f;oca T[jh vkNk fdykT[Adk j? fi;dh ;kB{z b'V j?. ;N?Zg jBL 

1H s[;hA fi; cahbv T[Zs/ fcabNo bkT[Dk ukj[zd/ j', T[; cahbv d/ Bkb tkb/ drop down arrow 's/ efbZe eo'.  

2H fJZe u?Ze fb;N d/ Bkb fJZe vokg vkT{B whB{z ;kjwD/ nk ikt/rk. fcabNo d/ Bshi/ ftZu f;oca u?Ze bZrhnK nkJhNwK jh 

fdykJh d/DrhnK.  

3H fe;/ nkJhNw B{z fJZe' ;w/A f;b?ZeN iK fv;b?eN eoB bJh u?Ze pke; s/ efbZe eo'.  

4H OK s/ efbZe eoB s/ fcabNo bkr{ j' ikt/rk. 

gqPB 5H ;"ofNzr s'A eh Gkt j?< ;"ofNzr B{z vkNkp/; ftZu fet/A bkr{ eo ;ed/ jK< 

T[Zso L sOritMg qoN Bwv hY fwtw nUM Gtdy jW vDdy kRm ivc lgwauxw[ fwtwbys ivc AsIN N?e;N ns/ Bzpo d'jK B{z d' 

sohfenK Bkb ;"oN eo ;ed/ j', ascending order  ns/  descending order. fwtw nUM sort krn dy stYp hyT ilKy Anuswr 
hn: 
1H e'Jh fJZe cahbv f;b?eN eo' fi;B{z s[;hA ;"oN eoBk ukj[zd/ j'. 

2H j'w N?Zp fopB T[Zs/ efbZe eo' ns/ ;"oN ns/ fcabNo ro[Zg T[Zs/ ikU. 

3H cahbv B{z ;"oN eoB bJh ascending  iK  descending  ewKv f;b?eN eo'. 

4H j[D N/pb f;b?eN ehs/ cahbvI d/ nB[;ko ;"oN j' ikt/rk. 

5H BthA ;"oN B{z ;/t eoB bJh quick access toolbar T[Zs/ ;/t ewKv T[Zs/ efbZe eo'.  

 
pwT: 6 (ieMtrnYt AYplIkySn) 

pR:1 KwlI QwvW Bro[ 
1. Gmail _________ dI iek muPq eI-myl syvw hY[ (gUgl) 
2. ieMtrnYt dy ayuqy hryk mSIn nUM ie`k ieklw (XUink) nMbr idqw jWdw hY, ijs nMU ____ ikhw jWdw hY[ (IP AYfrYs) 
3. ____ iek qrWH dw tYst hY jo ieh pqw lwauNdw hY ik XUzr mnu`K hY ik nhIN[ (CAPTCHA) 
4. ____ iek qrWH dw mYlvyAr huMdw hY jo ik XUzr dy kMipaUtr nUM ibnWH AwigAw vrqx leI bxwieAw igAw hY[(No'IB) 
5. TV Aqy ryfIE, ieMtrnYt auqy _____________ mIfIAw dy audwhrn hn[ (;Nohfwzr) 
pR:2 shI/glq d`so[ 
1. spweIvyAr iek eI-myl PrOf (DoKw) hY, ijs ivc glq kMm krn vwlw ivAkqI, iek Asl idKx vwlI eI-myl swnMU 
Byjdw hY jo swfI inj̀I qy ivq̀I jwxkwrI iek`TI kr lYNdw hY[(shI) 
2. gugl frwiev dy zrIey AsIN PweIlW nUM Awn lweIn stor Aqy SyAr nhIN kr skdy[ (glq) 
3. AYNtI vwiers dI vrqoN krky vwiers nwl inpieAw jw skdw hY[ (shI) 
4. BCC ivc AsIN auhnW ivAkqIAW dy eI-myl pqy tweIp krdy hW ijnWH nUM AsIN eI –myl dI iek kwpI qW Byjdw hW pr 
dUjy irsIipAMt nUM ies dw pqw nhIN cldw[ (shI) 
5. ifzItl isgnycr nUM bwieEgrwPI dy zrIey bxwieAw Aqy vYrIPweI kIqw jWdw hY[ (glq) 
pR:3 Coty auqrw vwly pRSn 
1. CAPTCHA (kwpcw) kof iks nUM kihMdy hn[ 
au: CAPTCHA dw pUrw nW Completely Automated Public Turing Test To Tell Computer and Humans Apart. ieh iek 
qrWH dw tYst hY[ ieh tYst ieh pqw lgwauNdw hY ik XUzr mnu`K hY jW nhIN[ iesdI vrqoN vYb swietW auypr kIqI jWdI hY[  
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2. Google Apps qoN qusIN kI smJdy ho[ 
au: Apps Sbd AYpLIkySn leI vriqAw jWdw hY[AYp iek Cotw jw swPtvyAr huMdw hY[ gUgl AwpxIAW AwnlweIn syvwvW 
nUM AYps rwhIN pRdwn krdw hY[ gUgl dIAW vYb AwDwirq ku`J AYplIkySn dy smUh nUM gUgl AYps kihMdy hn[ iehnW AYps 
ivc eI-myl, klYNfr, mYp, vrf-pRosYisMg, Awid Swiml hn[ieh ieMtrnYt rwhIN swfy kMipaUtr jW mobwiel Pon qy c`l 
skdw hY[ 
3. ifzItl isgnycr kI hY? 
au: ifzItl isgnycr iek ifzItl kof huMdw hY[ ieh ielYktRoink qrIky nwl tRWsPr hox vwly dsqwvyz nwl juiVAw huMdw 
hY[ ifzItl isgnycr nwl Byjx vwly dI pihcwx huMdI hY[ ies isgnycr nUM kirptogRwPI rwhIN bswieAw Aqy imlwn kIqw 
jWdw hY[ ifzItl isgnycr leI do kIAz dI vrqoN kIqI jWdI hY[ iek iesnUM bnwaux leI Aqy dUjI iesdy imlx leI[ 
4. eI-myl nUM Byjx dw qrIkw ilKo[ 
au: eI-myl dw pUrw nW ielYktRoink myl hY[ eI-myl ieMtrnYt rwhIN sMdyS Byjx Aqy pRwpq krn dw sB qoN qyz qrIkw hY[ 
Gmail rwhIN eI myl Byjx dw qrIkw ies pRkwr hY: 

1. eI myl AkwaUNt ivc lwg ien kro[ 
2. Compose btn qy kilk̀ kro[ eI-myl Byjx leI ieMtrPys Kul̀ygw[ 
3. To bwks ivc aus ivAkqI dw eImyl AYfrYs Bro ijsnUM qusIN myl Byjxw cwhuMdy ho[ 
4. Subject bwks ivc eImyl dw ivSw tweIp kro[ 
5. eI myl sMdyS tweIp kro[ 
6. Send btn qy kilk̀ kro[ 

5. fwaUnloifMg dy byisk stYp ilKo[ 
au: fwaUnlof dw mqlb hY ieMtrnYt qoN koeI PweIl Apwxy kMipaUtr qy stor krnw[ iksy PweIl nUM fwaUnlof krn dy 
byisk stYp hyT ilKy Anuswr hn: 

1. fwaUnlof ilmk qy kilk̀ kro[ 
2. Open jW Save qy kilk̀ kro[ 
3. fwaUnlof nUM Confirm kro[ 

6. klwaUf ipRMitMg kI hY? 
au: klwaUf ipRMitMg fwkUmYNts nUM ipRMt krn dI iek nvIN AwnlweIn qknIk hY[ ies qknIk rwhIN AsIN klwaUf nYtvrk 
nwl juV ky iksy vI fwkUmYNt dw ipMRt lY skdy hW[ 
7. koeI cwr AYNtI vwiers dy nW ilKo[ 
au: AYNtI vwiers auh swPtvyAr huMdy hn jo swfy kMipaUt ivcoN vwiers Kqm krn leI vrqy jWdy hn[ kùJ Awm vrqoN 
vwly AYNtIvwiers ies pRkwr hn: 

1. nortn AYNtIvwiers (Nortan Antivirus) 
2. Avwst AYNtIvwiers (AvastAntivirus) 
3. mkYPy AYNtIvwiers (Macaffe Antivirus) 
4. AvIrw AYNtIvwiers (Avira Antivirus) 

pR:4 vf̀y ayqrW vwly pRSn[ 
1. IP AfrYs kI hY? ivAwiKAw kro[ 
au: IP dw pUrw nW ieMtrnYt pRotokol hY[ iesdI vrqoN nYtvrk aupr hryk kMipaUtr nUM iek vl`Kx AYfrYs dyx leI kIqI 
jWdI hY[ IP AYfrYs qoN ibnWH AsIN nYtvrk jW ieMtrnYt aupr sMcwr nhIN kr skdy[ IP AYfrYs ivc cwr nMbr huMdy hn[ 
iehnW nMbrW nUM ibMdUAW nwl Al`g kIqw jWdw hY[ IP AYfrYs dw audwhrx hY: 

192.168.1.121 
IP AYfrYs ivc hryk nMbr 0 qoN 255 q`k ho skdw hY[ Bwv IP AYfrYsW dI ryNz 0.0.0.0 qoN 255.255.255.255 q`k koeI vI 
ho skdI hY[ iehnW ivcoN 3 AYfrYs Aijhy hn jo Kws kMmW leI vrqy jWdy hn[ ieh 3 IP AYfrYs hn: 

 0.0.0.0   - ieh ifPwlt nYtvrk leI huMdw hY[ 
 127.0.0.1   - ieh lUp bYk AYfrYs huMdw hY jo ik swfy kMipaUtr leI vriqAw jWdw hY[ 
 255.255.255.0  - ieh brwfkwst AYfrYs huMdw hY jo ik rwaUitMg leI vriqAw jWdw hY[ 

 
2. iksy iqMnH Google Apps dw vrnx kro[ 
au: gUgl dIAW vYb AwDwirq ku`J AYplIkySn dy smUh nUM gUgl AYps kihMdy hn[ iehnW AYps ivc eI-myl, klYNfr, mYp, 
vrf-pRosYisMg Awid Swiml hn[ iehnW dw vrnx ies pRkwr hY: 
jI-myl (Gmail): ies gUgl AYp dI vrqoN eI myl Byjx jW pRwpq krn leI kIqI jWdI hY[ ies nwl AsIN kMipaUtr jW 
mobweIl qoN ieMtrnYt rwhIN iksy vI ivAkqI nUM sMdyS Byj skdy hY[ ies AYp dI vrqoN leI gUgl AkwaUNt dw bixAw hoxw 
jrUrI hY[ 
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gUgl frweIv (Google Drive): ies gUgl AYp dI vrqoN fwtw nUM Awn lweIn frwiev aupr stor krn leI kIqI jWdI 
hY[ gUgl Awn lweIn fwtw stor krn leI hryk AkwaUNt nUM 15 GB mYmrI pRdwn krdw hY[ ies AYp dI vrqoN leI gUgl 
AkwaUNt dw bixAw hoxw jrUrI hY[ 
gUgl mYp (Google Map): ies gUgl AYp dI vrqoN sMswr dy iksy vI sQwn dy mYp (MAP) dyKx leI kIqI jWdI hY[ AsIN 
GPS qknIk rwhIN AwpxI mOjUdw siQqI dI jwxkwrI vI pRwpq kr skdy hW[ ieh nYvIgySn dI shulq vI pRdwn krdw hY 
ijs nwl AsIN iek QW qoN dUjI QW AwswnI nwl phuMc skdy hW[ 
3. Gmail ivc eI-myl AkwauNt bxwaux dI pRikRAw dw vrnx kro[ 
au: Gmail gUgl dI mUPq eI-myl suivDw hY[ Gmail nUM vrqx leI ies ivc AkwaUNt bnwauxw pYNdw hY ijs dy stY`p hyT 
ilKy hn: 

1. vYb bRwaUzr Kolo[ 
2. www.gmail.com AYfrYs tweIp krkr gmail nUM Kolo[ 
3. gUgl dw Sign In SykSn Kul`ygw[ 
4. Create Account ilMk aupr kil`k kro[ 
5. AkwaUNt rijtr krn keI Pwrm Kùlygw[ ies Pwrm ivc swnUM Awpxy bwry kuJ̀ jwxkwrI BrnI pYNdI hY[ 
6. ies Pwrm ivc Awpxy bwry jwxkwrI Brn qoN ielwvw swnUM Apxw ie`k ivl`Kx gmail AYfrYs Aqy pwsvrf vI qYA 

krnw pYNdw hY[ ies gmail AYfrYs Aqy pwsvrf dI swnUM gmail dI vrqoN krn vyly lOV pYNdI hY iesleI ieh 
AYfrYs Aqy pwsvrf swnUM Xwd r`Kxw pvygw[ 

7. swrI jwxkwrI Brn qoN bwAd Next Step btn auqy kil`k kro[ 
8. ies qrWH swfw gmail ivc eImyl AkwaUNt bx jwvygw[ 

4. gUgl frwiev dy lwB kI huMdy hn? 
au: gUgl frwiev gUgl dI iek AYp hY[ ies dI vrqoN fwtw nUM Awn lweIn frwiev aupr stor krn leI kIqI jWdI hY[ 
gUgl Awn lweIn fwtw stor krn leI hryk AkwaUNt nUM 15 GB mYmrI pRdwn krdw hY[ ies AYp dI vrqoN leI gUgl 
AkwaUNt dw bixAw hoxw jrUrI hY[ ies dy mu`K lwB ies pRkwr hn: 
1. gUgl frwiev ivc AsIN Awpxw fwtw frwiev aupr stor krky r`K skdy hW[ 
2. gUgl frwiev aup`r peIAW PweIlW nUM AsIN dUjy ivAkqIAW nwl SyAr kr skdy hW[ 
3. gUgl frwiev aupr peIAW PweIlW nUM AsIN ikDry vI bYT ky dyK skdy hW[ 
4. gUgl frwiev aup̀r stor PweIlW nUM AwswnI nwl l`B skdy hW ikauNik ieh swnUM iek iblt-ien src ieMjn vI pRdwn 
krdw hY[ 
5. gUgl frwiev AwptIkl krYktr irkognIZn dI suivDw vI pRdwn krdw hY[  
6. gUgl frwiev ivc AsIN keI iksmW dIAW PweIlW (docx, xlsx, psd, jpg Awid) Kol ky dyK skdy hW[ 
7. ieh swrIAW suivDwvW gUgl vloN mUPq pRdwn kIqIAW geIAW hn[ 
 

pwT-7 (eI-gvrnYNs) 
pR:1 KwlI QwvW Bro[  
1. G2C qoN Bwv hY ___(Govt to Citizen/srkwr qoN nwgirk) 
2. G2G qoN Bwv hY ___Govt to Govt/srkwr qoN srkwr) 
3. G2E qoN Bwv hY ___Govt to Employee/srkwr qoN krmcwrI) 
4. G2B qoN Bwv hY ___(Govt to Businessmen/srkwr qoN vpwrI) 
5. IRCTC qoN Bwv hY __(India Railway Catering & Tourism Corporation/BwrqI rylvy kYtirMg Aqy tUrIzm kwrporySn) 
pR: 2 Coty auqrW vwly pRSn 
1. eI-gvrnYNs kI hY? 
au: srkwr dy kMm kwj AwnlweIn hoxy eI-gvrnYNs khwauNdw hY[ieh rwhIN nwgrIkW nUM Awn lweIn syvwvW auhnW dy nyVy qoN 
nyVy muheIAw krvweIAW jWdIAW hn[ dUjy SbdW ivc eI-gvrnYNs qoN Bwv hY srkwrI syvwvW dw AwnlweIn auplbD hoxw[ 
A`j dy smyN ivc iksy dyS dI qr`kI aus dyS ivc eI-gvrnYNs dy iesqymwl aupr inrBr krdI hY[ 
2. eI-gvrnYNs dy do muK̀ audyS ikhVy hn? 
au: eI-gvrnYNs dy do mu`K audyS ies pRkwr hn: 

1. v`Ko-v`KrIAW Awn-lweIn syvwvW dI vrqoN rwhIN jnqk jrUrqW nUM Awswn qrIky nwl pUrw kro[ 
2. srkwrI kMm kwj nUM pwrdrSI qrIky nwl krn leI syvwvW pRdwn krnw[ 

3. SihrI Kyqr ivc eI-gvrnYNs kI-kI kMm krdI hY? 
au: SihrI Kyqr ivc eI-gvrnYNs hyTW ilKy kMm krdI hY: 

1. eI-gvrnYNs AwvwjweI dy Kyqr ivc v`K-v`K suivDwvW pRdwn krn dw kMm krdI hY[ 
2. eI-gvrnYNs ib`lW Aqy tYksW dI AwnlweIn AdwiegI krn dI suivDw pRdwn krdI hY[ 
3. eI-gvrnYNs hr qrWH dI zUcnw Aqy lok sMprk syvwvW pRdwn krdI hY[ 
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4. eI-gvrnYNs ngr ingm nwl sMbMDq syvwvW pRdwn krdI hY[ 
5. eI-gvrnYNs sVk Aqy sur`iKAw pRbMDn sMbMDI syvwvW pRdwn krdI hY[ 

4. pyNfU Kyqr ivc eI-gvrnYNs kI-kI kMm krdI hY[ 
au: pyNfU Kyqr ivc eI-gvrnYNs hyTW ilKy kMm krdI hY: 

1. eI-gvrnYNs KyqI-bwVI nwl sMbMDq v`K-v`K iksmW dI sUcnw pRdwn krdI hY[ 
2. eI-gvrnYNs Awm jW lokl sUcnw lokW nUM pRdwn krdI hY[ 
3. eI-gvrnYNs AwPq pRbMDn nwl sMbMDq v`K-v`K qrWH dI sUcnw pRdwn krdw hY[ 
4. eI-gvrnYNs dI vrqoN zmInW dy irkwrfW dI sWB sMBwl leI kIqI jWdI hY[ 
5. eI-gvrnYNs pMcwieqW dy kMm kwj ivc v`K-v`K suivDwvW pRdwn krdI hY[ 

pR:3 vf̀y auqrW vwly pRSn 
1. iek cMgI gvrnYNs dIAW mu`K ivSySqwvW kI huMdIAW hn? 
au: iek cMgI gvrnYNs dIAW mu`K ivSySqwvW hyT ilKy Anuswr huMdIAW hn: 

1. iek cMgI gvrnYNs ley gey PYsly dy nqIjy leI jnqw nUM jvwbdyh huMdI hY[ 
2. cMgI gvrnYNs pwrdrSI huMdI hY[ 
3. cMgI gvrnYNs kwnUMn dI pwlxw krdI hY[ 
4. cMgI gvrnYNs jnqw dIAW jrUrqW nUM smyN isr pUrw krn leI jvwbdyh huMdI hY[ 
5. cMgI gvrnYNs PYNsly krn Aqy iehnWH nUM lwgU krn ivc pRBwvSwlI huMdI hY[ 
6. cMgI gvrnYNs ivc sB dI SmUlIAq huMdI hY[ 

2. eI-gvrnYNs dy cwr QMmH ikhVy hn? ivsQwr nwl ilKo[ 
au: eI-gvrnYNs dy cwr QMmH hyT ilKy Anuswr hn: 

1. sMprk: lokW nUM srkwr dIAW syvwvW nwl joVn leI sMprk dI loV pYNdI hY[ 
2. igAwn: ie`Qy igAwn qoN Bwv hY sUcnw qknIk dw igAwn[ eI-gvrnYNs nUM nypry cwVHn leI qknIkI qOr qy 

hunrmMd lokW dI mdd leI jWdI hY[ 
3. fwtw: lokW nwl sUcnw SyAr krn leI srkwr ies sUcnw nUM fwtwbys bxw ky ieMtrnYt aupr sWBdI hY[ 
4. pUMjI: ieh auh rwSI huMdI hY ijsnUM vrq ky srkwr eI-gvrnYNs syvwvW lokW nUM pRdwn krdI hY[ 

3. eI-gvrnYNs dy cwr mwflz dI ivAwiKAw kro[ 
au: eI-gvrnYNs dy cwr mwflW dI ivAwiKAw ies pRkwr hY: 

1. srkwr qoN nwgirk: eI-gvrnYNs dy ies mwfl ivc srkwr dIAW auh syvwvW AwauNdIAW hn jo nwgirkW vloN 
vrqIAW jWdIAW hn[ audwhrx leI: ib`lW Aqy tYksW dI Awn-lweIn AdwiegI krnw[ 

2. srkwr qoN srkwr: eI-gvrnYNs dy ies mwfl ivc srkwr dIAW auh syvwvW AwauNdIAW hn jo dUjy rwjW dIAW 
srkwrW vloN vrqIAW jWdIAW hn[ audwhrx leI: v`K-v`K rwjW dy puils ivBwgW ivckwr sWJI kIqI jwx vwlI 
sUcnw[ 

3. srkwr qoN krmcwrI: eI-gvrnYNs dy ies mwfl ivc srkwr dIAW auh syvwvW AwauNdIAW hn jo srkwr dy 
krmcwrIAW duAwrw vrqIAW jWdIAW hn[ audwhrx leI: srkwrI krmcwrIAW sMbMDI v`K-v`K inXm Aqy kwnUMnW 
sMbMDI jwxkwrI[ 

4. srkwr qoN vpwrI: eI-gvrnYNs dy ies mwfl ivc srkwr dIAW auh syvwvW AwauNdIAW hn jo vpwrI lokW duAwrw 
vrqIAW jWdIAW hn[ audwhrx leI: tYksW sMbMDI sUcnw[ 

4. ishq Aqy is`iKAw dy Kyqr ivc eI-gvrnYNs dw kI mh`qv hY? ilKo[ 
au: ishq dy Kyqr ivc eI-gvrnYNs dIAW syvwvW hyT ilKy Anuswr hn: 

1. dvweIAW dI auplbDqw 
2. ivSyS syhq kYNp 
3. AwgnvwVI kyNdrW dI shUlq 

is`iKAw dy Kyqr ivc eI-gvrnYNs dIAW syvwvW hyT ilKy Anuswr hn: 
1. b`icAW nUM kMipaUtr is`iKAw pRdwn krnw 
2. jmWqw dw irzlt 
3. ikqwbW dI vMf sMbMDI sUcnw sI skIm 

5. eI-gvrnYNs dy ieiqhws Aqy ivkws bwry ilKo[ 
au: Bwrq ivc eI-gvrnYNs 70 dy dhwky dorwn hONd ivc AweI sI[ aus smyN srkwr ny ies nUM sur`iKAw dy Kyqr, AwriQk 
ingrwnI dy Kyqr Aqy Xojnw dy Kyqr ivc ApxwieAw sI[ ies qoN bwAd NIC dy auprwilAW nwl 80 dy dhwky ivc swry 
izilHAW dy hYfkuAwtrW nUM Awps ivc joiVAw igAw sI[ 90 dy dhwky dy SurU ivc eI gvrnYNs ny sUcnw qknwlojI dI vrqoN 
krky v`fy KyarW ivc phuMc kIqI Aqy pyNfU KyqrW q`k phuMc krn nUM Awpxw tIcw bxwieAw[  
 


