
jkstxkj ifCyosQ'ku

ys[kd

Rwa Team

COMPUTERCOMPUTER
DELHI POLICEDELHI POLICE

Constable, HCM & AWO/TPOConstable, HCM & AWO/TPO



Hkkjrh; dkWihjkbV osQ varxZr bl iqLrd esa lekfgr leLr lkexzh (VkbVy&fMtkbu] vanj dk eSVj 
vkfn) osQ lokZf/dkj 'Rojgar Publication' osQ ikl lqjf{kr gSaA blosQ fy, dksbZ O;fDr@laLFkk@lewg 
bl iqLrd dh ikB~; lkexzh dks vkaf'kd ;k iw.kZ :i ls rksM+&ejksM+dj ;k fdlh vU; Hkk"kk esa 
izdkf'kr ugha dj ldrkA mYya?ku djus okys dkuwuh rkSj ij gtsZ&[kps± o gkfu osQ ftEesnkj Lo;a 
gksaxsA U;kf;d {ks=k ubZ fnYyh gksxkA

uksV% bl fdrkc esa fdlh Hkh izdkj osQ la'kks/u ;k =kqfV lacaf/r vkiosQ lq>ko Lokxr ;ksX; gSaA 
ftlosQ fy, vki gekjs uacj 9311737467  ij laioZQ dj ldrs gSaA

r izdk'kd%
Rojgar Publication Pvt. Ltd.
Bilaspur, Greater Noida, 
Gautam Buddha Nagar, 
U.P. 203202
Mobile : 9818489147
E-mail: rojgarwithankit@gmail.com

r	 uohure laLdj.k

r	 ISBN: 9788198281579

r	 © lokZf/kdkj izdk'kdk/khu

r	 Distributor:
ROHIT GENERAL STORE
Bilaspur, Greater Noida
Mobile : 9557571762, 9266311040

https://t.me/apna_library


fiz; lkfFk;ksa%&

tSlk fd vki lHkh tkurs gSa] fd Delhi Police 2025 dkaLVscy oSosaQlh dk vf/;kpu 
2 flracj] 2025 dks izdkf'kr gksxk] ;g vki lHkh osQ fy, jkstxkj izkIr djus dk 
Lof.kZe volj gSA fnYyh iqfyl dkaLVscy dh ukSdjh lkekftd :i ls cgqr gh izfrf"Br 
gSA bl tkWc dks izkIr djus osQ fy, gesa lVhd j.kuhfr osQ lkFk mPPkre Lrj osQ oaQVsaV 
dk vH;kl djuk gksxkA

ysfdu geus ik;k fd cktkj esa fnYyh iqfyl ijh{kk ls lacaf/r oaQVsaV esa iw.kZrk dk vHkko 
gS] blh deh dks nwj djus osQ fy, gekjh vuqHkoh Vhe us fnYyh iqfyl ijh{kk osQ fy, 
N% iqLrdksa (eSFl] jhtfuax] dEI;wVj] lkekU; vè;;u, MªkbZoj vkSj izhfo;l bZ;j lkWYoM 
isilZ) ij dk;Z fd;k gSA buesa ls pkSFkh iqLrd fnYyh iqfyl oaQI;wVj Kku dks vki osQ 
le{k bZekunkjh ls izLrqr dj jgs gSaA bl iqLrd esa xr o"kks± (2023] 2020 vkSj 2017) 
osQ iz'uksa dk O;k[;kRed gy fn;k x;k gSA geus O;k[;k dks bl vk/kj ij rS;kj fd;k 
gS fd] ftlls mUgha VkWfiDl ls iwNs tk ldus okys laHkkfor iz'u rS;kj fd;s tk losaQA

oSls rks oaQVsaV dks dbZ Lrjksa ij xgurk ls tk¡pk x;k gS] ysfdu fiQj Hkh ;g nkok djuk fd 
iqLrd =kqfVjfgr gS] vO;kogkfjd gh gksxkA vki gesa bl iqLrd ls lacaf/r vius dherh 
lq>ko 9311737467 ij Hkst ldrs gSaA ge fuf'pr :i ls vkiosQ lq>ko ij dk;Z djsxsaA

vkiosQ iQhMcSd gh gesa csgrj cukrs gSa] ;gh RWA dh dk;Ziz.kkyh dk ewy lkj gSA eSa 
vkidks vk'oLr djrk gw¡ fd ;g iqLrd vkiosQ flysD'ku esa lgk;d fl¼ gksxhA

iafDr esa [kM+s vafre O;fDr rd f'k{kk dh igq¡p lqfuf'pr gks losQ] blh lius osQ lkFk 
;g liQj 'kq: fd;k Fkk] vkt Hkh ge blosQ fy, 'kr&izfr'kr izfrc¼ gSaA

¶tc rd vki [kqn ij fo'okl ugha djrs]
rc rd vki bZ'oj ij fo'okl ugha dj ldrs¸

&Lokeh foosdkuan

izLrkouk ---
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daI;wVj (Computer)
daI;wVj 'kCn% ySfVu Hkk"kk osQ ¶daI;wV¸ 'kCn ls cuk gS daI;wV 'kCn 
dk vFkZ ¶x.kuk djuk¸ gksrk gSA blhfy, daI;wVj dks lax.kd@x.kd 
dgrs gSaA
lax.kd% og bysDVªkWfud midj.k ftldk iz;ksx tfVy ,oa lw{e 
x.kuk osQ fy, fd;k tkrk gSA
x.kd% x.kuk djus okys O;fDr ;k ;a=k dks x.kd dgrs gSaA
^oaQI;wVj* 'kCn dk igyk iz;ksx fczfV'k xf.krK fjpMZ lkWcz us 1613
esa fd;k FkkA ^oaQI;wVj* 'kCn dk iz;ksx mUgksaus x.kuk djus okys O;fDr
osQ fy, fd;k FkkA

daI;wVj dh ifjHkk"kk
daI;wVj ,d ,slk Lopkfyr bysDVªkWfud midj.k gS tks xf.krh; (+, –, 
×, ÷) o rkfoZQd (<, >, =, ≥, ≤) x.kukvksa osQ fy, iz;ksx fd;k tkrk gSA
rduhdh :i ls] oaQI;wVj 'kCn dh dksbZ iqQy iQkWeZ (Full Form) ugha 
gSA oaQI;wVj dh ,d dkYifud iqQy iQkWeZ (Full Form) izpfyr gSA
C – Common (lkekU;)
O – Operating (vkWijsfVax)
M – Machine (e'khu)
P – Particularly (fo'ks"k :i ls)
U – Used for (mi;ksx dh tkrh gS)
T – Technological (rduhdh ;qDr)
E – Educational ('kSf{kd)
R – Research (vuqla/ku osQ fy,)
oaQI;wVj ,d fMokbl gS tks ekuo funsZ'kksa osQ vuqlkj buiqV MsVk dks 
izkslsl djrk gS vkSj mls vkmViqV osQ :i esa izLrqr djrk gSA

daI;wVj osQ vkfo"dkjd@tud@firk
pkYlZ cScst (Charles Babbage)] ,d xf.krK] 
nk'kZfud] izksisQlj o vkfo"dkjd Fks] budk tUe 
26 fnlacj] 1791 esa yanu] baXyS.M esa gqvk Fkk 
rFkk budh èR;q 18 vDVwcj] 1871 bZ- baXyS.M 
esa gqbZ budh èkeZiRuh dk uke Georgiana 
Whitmore FkkA

	� pkYlZ cScst dk lcls çfl¼ vkSj igyk fMtkbu fMiQjsal batu Fkk 
ftls mUgksaus 1822 esa çLrqr fd;k FkkA

	� budk nwljk egÙoiw.kZ fMtkbu ,ukfyfVdy batu Fkk ftls mUgksaus 1833 
esa çLrqr fd;k FkkA

	� pkYlZ cScst us daI;wVj osQ fl¼karks dks LFkkfir fd;k FkkA bl‌fy, mUgas 
^daI;wVj dk tud* dgk tkrk gSA

daI;wVj dh ekrk

	� daI;wVj dh ekrk Lady Augusta Ada 
Lovelace dk tUe 10 fnlacj] 1815 rFkk 
budh e`R;q 27 uoacj] 1852 esa gqbZA vkSj budks 
igyh efgyk daI;wVj izksxzkej rFkk izksxzkfeax dh 
ekrk osQ :i esa Hkh tkuk tkrk gSA

	� Ada lovelace us ,ukfyfVdy batu esa igyk 
izksxzke Mkyk rFkk bUgsa 2 vadksa dh la[;k iz.kkyh ckbujh iz.kkyh 
(Binary System) osQ vkfo"dkj dk Js; Hkh gSA

	� ,Mk yoysl dh eqykdkr pkYlZ cScst ls 1833 esa gqbZ ml le; cScst 
us vius çfl¼ ,ukfyfVdy batu ij dke 'kq# fd;k FkkA cScst us 
,Mk dks muosQ fopkjksa esa xgjh #fp j•rs gq, ns•dj mUgsa vius dke 
esa 'kkfey dj fy;kA

	� 1842 esa ,Mk yoysl us pkYlZ cScst osQ ,ukfyfVdy batu osQ fy, 
igyk ,ykksfjne fy•kA

daI;wVj lk{kjrk fnol

	� dEI;wVj lk{kjrk fnol dks igyh ckj Hkkjr esa 2001 esa National 
Institute of Information Technology (NIIT) }kjk euk;k x;k 
FkkA daI;wVj lk{kjrk fnol 2 fnlacj dks euk;k tkrk gSA ftldk mís'; 
ifjorZu'khy fo'o osQ fy, lk{kjrk dks c<+kok nsuk rFkk fVdkmQ vkSj 
'kkafriw.kZ lekt dh uhao dk fuekZ.k djukA

	� dEI;wVj lk{kjrk fnol 2024 dh Fkhe Empowering Generations 
Through Digital Literacy gSA

daI;wVj dk bfrgkl
vcsdl (Abacus)

	� blesa rkj (Wire) vkSj xksykdkj euosQ 
(Beads) IykfLVd ;k èkkrq osQ tks vadksa 
dh x.kuk (tksM+uk] ?kVkuk] xq.kk o Hkkx) 
djus gsrq iz;qDr gksrs gSA bls fxurkjk@fxurh 
izsQe uke ls Hkh tkuk tkrk gSA

	� ;g f'k{k.k lgk;d midj.k ([kkldj n`f"Vghu) tks izkFkfed Lrj osQ 
cPPkksa dks la[;k dk Kku nsus gsrq iz;qDr gksrk gSA

	� vcsdl dk vkfo"dkj vkt ls yxHkx 2500 ls 3000 o"kZ iwoZ phu 
esa gqvk FkkA

	� ;g lalkj dk igyk x.kuk ;a=k gSA
	� vcsdl dk loZizFke iz;ksx izkphu cschyksu esa gqvkA
	� vkt Hkh bldk iz;ksx phu] tkiku tSls ns'kksa esa fd;k tkrk gSA
	� vk/qfud vcsdl dk vkfo"dkj & fVe oSzQuej us fd;kA

1 daI;wVj dk bfrgkl ,oa ewyHkwr vo/kj.kk,¡
Computer History and Fundamental
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usfi;j cksUl (Napier's Bones)
	� ;g nwljk x.kuk ;a=k gS] ftldk vkfo"dkj 
LdkWVyS.M osQ ,d xf.krK tkWu usfi;j us 1617 
bZ- esa fd;k FkkA

	� ;g vk;rkdkj NM+ osQ lsV esa gkFkh nkar ;k 
ydM+h vkSj èkkrq ls fufeZr FkkA

	� eSuqvy :i lapkfyr x.kuk midj.k (×, ÷) gsrq mi;ksx fd;k tkrk gSA

ikLdykbu (Pascaline) 
	� izQkal osQ xf.krK Cyst ikLdy us 
1642 bZ- esa izFke ;kaf=kd x.kuk e'khu 
(Mechanical Calculator) dk 
vkfo"dkj fd;kA

	� ;g osQoy tksM+ o ?kVk ldrk FkkA blfy;s bls ^,fMax e'khu* Hkh dgk 
tkrk FkkA bls igyk ;kaf=kd oSQyoqQysVj Hkh dgk tkrk gSA

	� ;g e'khu ?kM+h vkSj vksMksehVj osQ fl¼kar ij dk;Z djrh FkhA

fMiQjsal batu (Difference Engine)
	� fczfV'k xf.krK pkYlZ cScst us 1822 bZ- esa 
fMiQjsal batu dk vkfo"dkj fd;k tks Hkki ls 
pyrk Fkk rFkk x.kuk,a dj ldrk FkkA

fo'ys"k.kkRed batu (Analytical Engine)
	� o"kZ 1833 esa pkYlZ cScst us fMiQjsal batu dk 
fodflr :i ,ukfyfVdy batu rS;kj fd;k 
ftls igyk ;kaf=kd daI;wVj Hkh dgk tkrk gSA 
blesa MkVk buiqV vkmViqV osQ fy, iap dkMZ 
dk iz;ksx fd;k x;k FkkA

	� igyk ;kaf=kd oaQI;wVj (Mechanical Computer) fo'ys"k.kkRed 
batu (Analytical Engine) FkkA

gksysfjFk tux.kuk lkj.kh (Hollerith Census Tabulator)
	� vesfjdh xf.krK gjeu gksysfjFk us 1889 bZ- 
esa fo|qr (Electricity) }kjk pfyr gksysfjFk 
lasll VscqysVj dk vkfo"dkj fd;kA tks de 
le; esa tux.kuk osQ MkVk dks lalkf/r djus 
gsrq iz;qDr fd;kA

	� bls bysDVªkseSosQfudy iapdkMZ e'khu osQ :i esa 
Hkh tkuk tkrk gSA ftlesa iapdkMZ ij LVksj fd, x, MsVk dks i<+us esa 
iapdkMZ jhMj iz;qDr gksrk FkkA

	� bUgksusa eseksjh osQ :i esa iap dkMZ dk vkfo"dkj fd;kA

	� de le; esa tux.kuk osQ MsVk dks lalkf/r djus gsrq o"kZ 1896 esa 
gjeu gksysfjFk }kjk Tabulating Machine Company dk fuekZ.k] 
tks ckn esa Computing Tabulating Recording Company 
(CTRC) cukA

	� o"kZ 1924 esa CTRC daiuh dk ukedj.k IBM (International 
Bussiness Machine) gqvk] IBM vkt iwjs fo'o esa Computer 
Manufacturing djus okyh lcls cM+h daiuh cu xbZ gSA

	� daI;wVj (V~;wfjax e'khu) dk mi;ksx djus okys iap dkMZ vkbZch,e 
}kjk cuk, x, FksA ;s bysDVªkseSosQfudy fMokbl Fks ;s tksM+] xq.kk ,oa 
Hkkx dj ldrs FksA

ABC (Atanasoff-Berry Computer)
	� baXySaM osQ oSKkfud MkW- tkWu foalsaV ,VkuklkWiQ us 
1942 bZ- esa ABC daI;wVj fodflr fd;k blesa 
vkarfjd ykWftd gsrq oSD;we V~;wCl o lap;u 
gsrq oSQisflVlZ iz;qDr fd;sA

	� lcls igyk Lopkfyr bysDVªkWfud fMftVy 
daI;wVj tks ,d lkFk vusoQ lehdj.k dk lek/ku djus esa iz;qDr FkkA

MARK-I Computer
	� Mark-I daI;wVj 1937 bZ- ls 'kq: rFkk 1944 
bZ- esa iw.kZ gqvkA

	� IBM osQ lg;ksx rFkk gkWoMZ ,osQu (Howard 
H. Aiken) osQ funsZ'k esa Mark-I fodflr
gqvkA

	� Mark-I dk vkf/dkfjd uke Automatic Sequence Controlled 
Calculator FkkA gkoZMZ fo'ofo|ky; (Harvard University) us 
bldk uke cnydj Mark-I j[kkA ;g 6 lsoaQM esa xq.kk vkSj 12 
lsoaQM esa Hkkx djus esa l{ke FkkA

	� fo'o esa izFke iw.kZ Lopkfyr fo|qr ;kaf=kd x.kuk ;a=k Mark-I FkkA
ENIAC (Electronic Numerical Integrator and 
Computer)

	� ENIAC dk vkfo"dkj 1946 bZ- esa JP 
,dVZ & tkWu ekSpyh us fd;k FkkA

	� ;g igyk iw.kZ bysDVªkWfud fMftVy daI;wVj 
FkkA

	� ENIAC la;qDr jkT; vesfjdk dh lsuk gsrq 
iz;qDr rksi[kkus dh iQk;fjax Vscy dks oSQyoqQysV djrk FkkA

	� ENIAC ,d lsdaM esa 5000 ls vf/d oSQyoqQys'ku dj ldrk Fkk 
tks ml le; rd vkfo"dkj fd;s x, fdlh Hkh midj.k ls 1000 xquk 
vf/d rst rFkk blesa 18000 oSD;we V~;wc dk bLrseky fd;k x;kA

	� ENIAC esa izksxzke osQ fy;s LVksjst ugh FkhA
	� daI;wVj osQ vk/qfud ;qx dh 'kq:vkr 1946 bZ- ls ekuh tkrh gSA

	� Alan Turing (Alan Mathison Turing) dks vkèkqfud daI;wVj 
dk tud ekuk tkrk gSA

	� oaQI;wVj lkabl osQ firk 'Alan Turing' dks dgk tkrk gSA

	� bysDVªkWfud daI;wVj dk vkfo"dkj ,yu ,e-V~;wfjax us fd;k FkkA

	� bUgksaus V~;wfjax e'khu dk vkfo"dkj fd;k FkkA
EDVAC (Electronic Discrete Variable Automatic 
Computer)

	� 1944 ls 1948 MkW- okWu U;weSu] JP Eckert 
us cuk;kA

	� EDVAC esa LVksjst dh {kerk FkhA

	� EDVAC, 1952 bZ- esa fodflr igyk 
laxzfgr izksxzke FkkA

uksV% vk/qfud daI;wVj osQ fodkl esa lokZf/d 
;ksxnku MkW- okWu U;weSu dk gSA bUgs MkVk vkSj vuqns'k dks ckbujh iz.kkyh 
(0, 1) esa laxzghr djus dk Js; fn;k tkrk gSA

Join Telegram: @apna_library



7

oaQI;wVjjkstxkj ifCyosQ'ku

EDSAC (Electronic Delay Storage Automatic 
Calculator)

	� EDSAC dk vkfo"dkj ekSfjl foYDl us 
1949 bZ- esa fd;kA

	� ;g igyk izksxzke lax`ghr fMftVy daI;wVj 
FkkA

	� eseksjh esa funsZ'k rFkk MkVk LVksj djus dh 
{kerk FkhA

UNIVAC-I (Universal Automatic Computer)
	� UNIVAC-I o"kZ 1951 esa tkWu ekSpyh 
vkSj tkWu izhij ,dVZ us cuk;kA

	� ;g izFke O;kikfjd daI;wVj FkkA
IBM-650 Computer

	� IBM 650 Magnetic Drum Data 
Processing Machine ,d izkjafHkd 
fMftVy daI;wVj gSA

	� bls IBM Company osQ }kjk 1953 bZ- esa 
fodflr fd;k x;kA

	� ;g Input-Output Unit Alphabetically & Special 
Character dks nks vadh; Mslhey dksM esa ifjofrZr djrk gSA

IC-Integrated Circuit
	� 1958 bZ- esa tSd fdYch ,oa jkWcVZ ukbl (Jack 
Kilby & Robert Noyce) us vkfo"dkj fd;kA

	� IC osQ vk/kj ij gh T;knk {kerk okyh eseksjh 
vkSj gkbZ LihM osQ daI;wVj dh uhao iM+hA

	� bls IC fpi ;k ekbozQks fpi Hkh dgk tkrk gSA
	� IC ,d flfydkWu ,oa tesZfu;e (lseh&daMDVj eVsfj;y) ls cuh 
NksVh fpi gksrh gSA

Processor/Programmable Chip
Intel Company osQ ekbozQksizkslslj osQ 
okLrqdkj VsM gkWiQ us NksVs izkslslj ;kuh fd 
ekbozQks izksxzkescy daI;wVj fpi intel 4004 dk 
vkfo"dkj 1971 esa fd;kA

daI;wVj dh ihf<+;k¡
First Generation: 1942-1955
Second Generation: 1956-1964
Third Generation: 1965-1975
Fourth Generation: 1976-1990
Fifth Generation: 1990 ls vcrd

izFke ih<+h (1942&1955)
	� fuokZr uyh (oSD;we V~;wc) ;k okYo (Valve) 
dk iz;ksx fd;k tkrk FkkA

	� Vacuum Tube dh [kkst tkWu ,Eczksl 
Ýysfeax us 1904 bZ- esa dh FkhA

	� MkVk rFkk lkWÝVos;j osQ Hk.Mkj.k gsrq iap dkMZ rFkk isij Vsi dk iz;ksx 
fd;k tkrk FkkA

	� daI;wVj esa LVksjst osQ fy, eSXusfVd Mªe dk iz;ksx fd;k tkrk FkkA

	� e'khu ySaXost rFkk yks&ysoy ySaXost e'khuh Hkk"kkvksa esa izksxzkfeax dk 
iz;ksx gksus yxk FkkA

	� LihM-10-3 feyh lsd.M = 1/1000 FkhA
	� budh dk;Z djus dh xfr cgqr gh /heh Fkh] vfo'oluh;] cgqr 
vf/d txg ?ksjus okys o cgqr vf/d fo|qr mQtkZ [kir djus okys] 
fcuk ,;jdaMh'kuj osQ pykuk vlaHko FkkA

	� ;g Non-Portable Fks] o buesa Batch Operating System dk 
iz;ksx fd;k x;kA

bl ih<+h esa fufeZr daI;wVj eq[;r% ENIAC, EDVAC, EDSAC, 
UNIVAC-I, IBM-650, Mark-1, SEAC, IBM-701 etc. 

nwljh ih<+h (1956&1964)

	� oSD;we V~;wc dh txg lsehdaMDVj VªkaftLVj dk iz;ksx gksus yxkA
	� VªkaftLVj dk vkfo"dkj fofy;e 'kkWDys] tkWu ckMhZu rFkk okYVj czSVsu 
us 1947 bZ- vesfjdk esa gqvkA

	� buesa MkVk lqjf{kr LVksj djus osQ fy;s pqEcdh; Vsi vkSj fMLd dk 
iz;ksx fd;kA

	� LihM-10-6 ekbozQks lsosaQM = 1/1000000
	� blesa dk;Z djus osQ fy, vlsEcyh Hkk"kk dk iz;ksx gksrk Fkk] tks fd 
e'khu Hkk"kk dh rqyuk esa vklku FkhA

	� vlsacyh Hkk"kk dk vkfo"dkj oSQFkyhu cwFk osQ }kjk fd;k x;kA
	� cSp vkWijsfVax flLVe o eYVh izksxzkfeax vkWijsfVax flLVe dk iz;ksx 
fd;k x;kA

	� eSXusfVd Mªe dh txg eSXusfVd dksj eseksjh dk iz;ksxA
	� COBOL (Common Business Oriented Language) ,oa 
FORTRAN (Formula Translation) tSlh mPpLrjh; Hkk"kkvksa 
dk fodkl 'kq: gqvkA

	� ;g izFke ih<+h osQ daI;wVj dh rqyuk esa vf/d Hkjkslsean] vkdkj esa 
NksVs] ykbV dh [kir de] de otu] vf/d xfr FkhA

	� bl ih<+h esa fufeZr oaQI;wVj eq[;r% ATLAS, Honeywell 400, 
CDC-1604/3600, IBM 7000, IBM 1401, PDP-I, UNIVAC 
1108/1107, IBM 700, IBM 1620, IBM 7094/7090, VAC 
1108 vkfn FksA

rhljh ih<+h (1965&1975)
	� VªkaftLVj osQ LFkku ij IC fpi dk iz;ksx fd;k 
x;kA

	� IC fpi lsehdaMDVj inkFkZ flfydkWu ;k 
tesZfu;e ls fufeZr gksrs gSaA

	� mPpLrjh; Hkk"kkvksa dk iz;ksx fd;k x;kA
	� IC dks SSI (Small-Scale Integration) LSI (Large -Scale 
Integration) Hkh dgk tkrk gSA

	� igyh o nwljh ih<+h dh rqyuk esa lkbt o O;; cgqr de] LihM rst] 
vf/d fo'oluh; FksA

	� fjeksV izkslsflax dk iz;ksx fd;k x;k] vkWijsfVax flLVe dk iz;ksx fd;k 
tkus yxk] ftlesa flLVe osQ lHkh vkarfjd dk;Z vkWVksesfVd gks x;sA 
,d gh O;fDr pykus esa l{ke FkkA
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oaQI;wVjjkstxkj ifCyosQ'ku

	� Operating System- Real Time Operating System, 
Time Sharing System, Multi Programming Operating 
System

	� LVksjst fMokbl osQ fy, eSXusfVd fMLd dk iz;ksx fd;k x;kA
	� bu daI;wVj dh LihM 10–9 uSuks lsoaQM gksrh FkhA
	� dh&cksMZ] ekWuhVj] jSe] jkse dk iz;ksx gksus yxkA
	� bl tujs'ku esa Mini Computer, Operating System dk iz;ksx 
gksus yxk FkkA

	� bl ih<+h osQ fufeZr daI;wVj IBM 360, IBM 370 Series, Honey 
well 6000 Series, PDP8/II, CDC 6600, Super Computer

pkSFkh ih<+h (1976&1990)
	� Computer osQ {ks=k esa lcls cM+h ozQkafr blh ih<+h dks ekuk tkrk gSA
	� vkdkj esa deh] vf/d izHkko'kkyh] fo'oluh; ,oa xfreku] vf/d 
eseksjh {kerk] ,;j oaQMh'kfuax (AC) dh vko';drk [kReA

	� bl ih<+h esa Micro Computer, Personal Computer dk 
fodkl gqvkA

	� LihM– ihdks lsdaM 1ps = 10-12 Sec
	� blh ih<+h osQ daI;wVj esa fo'kky ,dho`Qr lfoZQV LSIC (Large 
Scale Integrated Circuit) vkSj VLSIC (Very Large Scale 
Integrated Circuit) lfoZQV dk iz;ksx fd;k tkus yxkA bl LSI 
lfoZQV esa 3 yk[k VªkaftLVj osQ cjkcj dke djus dh {kerk gksrh gSA 
ftldks ekbozQksizkslslj fpi dgk tkrk gSA

	� ekbozQksizkslslj o lsehdaMDVj eseksjh dk iz;ksxA

	� C, C++ vkSj SQL (Structured Query Language) tSlh High 
Level Language dk iz;ksx fd;k x;kA

	� Internet dk fodkl] LAN, MAN, WAN, windows OS, 
Operating System, DOS dk iz;ksx] GUI (Graphical User 
Interface), Apple OS

ikapoha ih<+h (1990 ls vc rd)
	� bu daI;wVj esa VLSIC, ULSIC&AI rduhd iz;ksx fd;k x;k gSA
	� vkfVZiQhf'k;y baVsfytsal dh lqfo/k gksus osQ dkj.k buesa fu.kZ; ysus 
dh {kerk Lo;a gksrh gSA

	� Parallel Processing, Super Conductivity, AI, Voice 
Recognition, Visual Recognition tSls Features gksrs gSA

	� LVksjst {kerk vf/dA
	� eseksjh&vkWfIVdy fMLd gksrh gSA
	� mPp Lrjh; Hkk"kk& C, C++, ASP, NET, JAVA, Python vkfnA
	� ULSI-Ultra Large Scale Integration Circuit
	� Internet, Multitasking (,d ls vf/d dk;Z ,d ckj esa djus 
dk xq.k)

	� Multimedia- Sound, Graphics, Test, Portable PC, 
Desktop PC

	� Uses of New Application
	� fofHkUu vkdkj osQ oaQI;wVj& Desktop > Laptop > Notebook > 
Ultrabook

	� bl ih<+h esa eq[; :i ls Hkkjr esa fufeZr ije lqij daI;wVj 'kkfey gSA

Generation Hardware Components Characteristics/Language Computers

First Generation
(1942-1955)

Vaccum Tube
Electronic Valve

Machine Language
Huge Size
Highly Expensive
High Consumption of Electricity

ENIAC
UNIVAC
EDVAC
EDSAC
IBM 701
SEAC

Second Generation
(1956-1964)

Transistors

Magnetic Tapes

Batch Processing, Multiprogramming OS, 
Expensive
FORTRAN, COBOL
Assembly Language

IBM 7000
CDC 1604
ATLAS
NCR 304
Honeywell 400

Third Generation
(1965-1975)

Integrated Circuits Remote Processing, Time Sharing, 
Multiprogramming OS
Faster, Compact & Cheaper
PASCAL, PL-1, BASIC, ALGOL-69

IBM 360/370
PDP 8/II
CDC 6600

Fourth Generation
(1976-1990)

VLSI  
Microprocessor 
Circuits

Time-Sharing, Real-Time Networks, 
Distributed, GUI OS
Faster, Compact & Affordable
SQL, BASIC

DEC 10
STAR 1000
CRAY-I/II
Apple II
VAX 9000

Fifth Generation 
(1990-Present)

ULSI  
Microprocessor 
Circuits

Parallel Processing & Artificial Intelligence 
Technology
C#, Java, .Net

IBM
Pentium
PARAM
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oaQI;wVjjkstxkj ifCyosQ'ku

	 (ii)	 Laptop: Laptop dks uksVcqd Hkh dgk tkrk gSA

		 Laptop dk vkfo"dkj ,Me vkslcksuZ us o"kZ 1981 esa fd;k Fkk 
mldk uke ¶vkslcksuZ 1¸ j[kk x;kA

	(iii)	 Palmtop (ikeVkWi)% ;g ySiVkWi dh rjg iksVsZcy 
ilZuy daI;wVj gSA

	(iv)	 PDA (Personal Digital Assistant):
		  ;g Hkh ,d izdkj dk iksVsZcy daI;wVj gSA

	 (v)	 Tablet Computer: VScysV] ySiVkWi dh rjg leku gSa ij VScysV 
T;knk lqfo/ktud gSA

	2.	 Mini Computer: feuh daI;wVj dks feM&jsat daI;wVj Hkh dgk 
tkrk gSA ;s daI;wVj ehfM;e lkbt osQ daI;wVj gksrs gSa ;s ekbØks daI;wVj 
dh rqyuk esa vf/d dk;Z{kerk okys vf/d egaxs gksrs gSaA ,d ls 
vf/d yksx dke dj ldrs gSa D;ksafd blesa ,d ls vf/d lh-ih-;w- 
gksrs gSaA budk ç;ksx cM+s&cM+s MkVk dks laxzghr djus esa fd;k tkrk 
gSA mnkgj.k& fVdV fjtoZs'ku] cM+s vkWfiQl] daiuh vkfn- o"kZ 1965 
esa igyk feuh daI;wVj PDP-8 fodflr fd;k x;kA Ex- AS/400 
Computers, Prime Computer, HP 1000/2100/3000, 
SPARC etc.

	3.	 Mainframe Computer: vkdkj cM+k] dk;Z{kerk vf/d] 
vf/d LVksjst {kerk] bldk bLrseky loZj 
daI;wVj dh rjg fd;k tkrk gS] eSuÚse daI;wVj 
dk ç;ksx cM+h&cM+h daifu;ksa }kjk •jhnh&csph 
oLrqvksa dk C;kSjk] cSad dk MkVk] deZpkfj;ksa dk 
MkVk] fcy rS;kj djus] Bulk Data Processing, Industry vkfn 
esa fd;k tkrk gSA Ex- IBM 360, IBM System, IBM 704

	� igyk esuÚse daI;wVj IBM360, tsus ,EMkgy dks esu Úse daI;wVj 
dk firk dgk tkrk gSA

	4.	 Super Computer: lcls cM+s vkdkj osQ] lcls vf/d LVksjst] 
cgqr lkjs lh-ih-;w-] lcls rst LihM] lcls T;knk fo'oluh; ;g oqQN 
gh lsoaQM esa gtkjksa euq";ksa osQ cjkcj dk;Z djus dh {kerk j•rk gSA

	� lqij daI;wVj dk ç;ksx oSKkfud vkSj 'kks/ ç;ksx'kkykvksa esa] ekSle 
dh Hkfo";ok.kh] varfj{k ;k=kkvksa osQ fy;s] varfj{k ;kf=k;ksa dks Hkstuk] 
gkbZ ysoy ,fues'ku ,oa fØfVdy oSQyoqQys'ku vkfn esa gksrk gSA lqij 
daI;wVj dh xfr dks FLOPS (Floating Point Operation Per 
Second) esa ekik tkrk gSA

	� lqij daI;wVj dk vkfo"dkj lseqj ozsQ us fd;k FkkA

	� igyk lqij daI;wVj CDC-6600/Cray-1 FkkA
	� CDC 6600 o"kZ 1964 esa (CDC - Control Data Corporation) 
}kjk fufeZr Main Frame Computer flLVe dh 6000 J`a[kyk 
dk izeq[k FkkA vkerkSj ij igyk liQy lqij daI;wVj ekuk tkrk gSA

	� CRAY-I ftls ozsQ fjlpZ }kjk fMtkbu] fufeZr fd;k x;kA
		  bls loZizFke Los Alamos National Laboratory esa lu~ 1976 

esa lcls igys LFkkfir fd;k x;kA
		 Speed - 160 MFLOPS
		 Power - 115KW 208V 400 Hz
		 OS - COS&UNICOS
		 CPU - 64bits 80 MHz

	� First Generation Computer- Machine Code 
Language, Electric Wired Board Language

	� Second Generation Computer- Assembly Language, 
COBOL, FORTRAN

	� Third Generation Computer- High Level Language 
(Basic, Pascal, Fortran-II to IV, Cobol, Algol, C, PL/1 
etc.)

	� Fourth Generation Computer- (Python, C, C++, 
BASIC, C#, JAVA, JavaScript, Rust, Kotlin, SQL etc.)

	� Fifth Generation Computer- Human Language, AI 
(Artificial Intelligence), Machine Learning etc.

Computer of Generations (ihf<+;ksa osQ oaQI;wVj)
		  First Generation Computer: ENIAC, EDVAC, 

UNIVAC, SEAC, IBM-701, IBM-650
		  Second Generation Computer: ATLAS, IBM 1620, 

IBM 7000/7090/7094, CDC1604, CDC3600, Honeywell 
400, PDP-8, IBM-1401, UNIVAC1108/1107, PDP-I, 
NCR-304

		  Third Generation Computer: CDC 6600, CDC-
1700, PDP-2/8/11, Honeywell-6000, IBM 360, IBM 
370, IBM 760/168, IBM-960, TDC 316, ICL 2900 and 
DEC Series, UNIVAC 1108.

		  Fourth Generation Computer: DEC 10, STAR 
1000, IBM 4341, PDP-11, Apple II, Vax9000, CRAY-I, 
CRAY-X-MP,

		  Fifth Generation Computer: PARAM Super 
Computer, Desktop, Laptop, Palmtop, Notebook, 
Ultrabook, Chromebook, IBM Pentium.

Classification of Computer (oaQI;wVj dk oxhZdj.k)

vkdkj osQ vk/kj ij (On the basis of size)
	1.	 Micro Computer: ;s brus NksVs gksrs gSa fd bUgsa ,d MsLd ij 

;k ,d czhiQosQ'k esa j[kk tk ldrk gS buesa ekbozQksizkslslj dk iz;ksx 
fd;k tkrk gSA budk iz;ksx O;kikj] f'k{kk] LokLF; vkfn {ks=kkas esa 
fd;k tkrk gSA bu daI;wVj dks PC (Personal Computer) Hkh 
dgrs gSA loZizFke IBM daiuh osQ }kjk fodflr fd;k x;k] nqfu;k 
dk igyk ekbozQks daI;wVj Micral gS] ftls o"kZ 1972 esa R2E osQ  
}kjk fodflr fd;k x;kA

ekbozQks daI;wVj osQ izdkj (Type of Micro Computer)

	 (i)	 Desktop Computer: bUgsa ilZuy daI;wVj dgk 
tkrk gS rFkk ;g daI;wVj dk lcls T;knk mi;ksx gksus 
okyk :i gSA
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oaQI;wVjjkstxkj ifCyosQ'ku

nqfu;k osQ izeq[k lqij oaQI;wVj
	� lcls rst Super Computer - El Captain-1742 Peta flops/sec 
	� Frontier (vesfjdk) 1102. Peta flops/sec
	� Fugaku (tkiku) 442.01 Peta flops/sec
	� LUMI (fiQuySaM) 309.10 Peta flops/sec
	� Leonardo (bVyh) 174.70 Peta flops/sec
	� Summit (vesfjdk) 6.44 Peta flops/sec
	� Hkkjr dk orZeku esa lcls rst Super Computer AIRAWAT 
(AI Research Analytics and Knowledge Dissemination 
Platform) gSA

Hkkjr osQ izeq[k lqij oaQI;wVj

PARAM 8000 Color Blossom
PARAM Shivay (IIT BHU) Padhum
PARAM YUVA-II Virgo
PARAM Shakti Mihir
PARAM Siddhi - AI Sahasrat
PARAM Brahma EKA (Developed by Tata 

Group in 2007)
PARAM Yukti Aaditya
PARAM 8600, Param 10000 Pratyush

dk;Zi¼fr osQ vk/kj ij (Based on Methodology)
		  Analog Computer: bu daI;wVlZ dk 

iz;ksx HkkSfrd ek=kkvksa tSls& nkc] yackbZ] 
rkieku] ikjk vkfn dks ekidj muosQ 
ifj.kke vadksa esa O;Dr djrs gSaA ;s eq[; :i 
ls foKku vkSj Engineering {ks=k esa iz;ksx 
gksrs gSaA tSls& LihMksehVj] Hkwdai&lwpd ;a=k] 
FkekZehVj vkfnA

		  Digital Computer: lkekU;r% ge ftu daI;wVj dh ckr djrs gS 
os fMftVy daI;wVj gh gSaA tks ckbujh uacj (0,1) dk iz;ksx djrs gSa& 
Desktop Computer, Laptop, Smartphone, PC, Smart 
Watch, Bike Digital Meter.

	 	 Hybrid Computer (Analog & Digital Computer): 
,ukykWx rFkk fMftVy osQ fefJr :i dks gkbfczM daI;wVj dgk tkrk 
gSA blosQ }kjk HkkSfrd ek=kkvksa dks vadksa esa ifjofrZr djosQ mls 
fMftVy :i eas iznf'kZr djrs gSA budk iz;ksx gkWfLiVy] j{kk {ks=k 
o foKku vkfn esa fd;k tkrk gSA Ex- ECG, Electronic Blood 
Pressure Machines, Dialysis Machine Petrol Pumps, 
Thermometers, ATM Machine, Ultrasound Machine 
etc.

dk;Z osQ vk/kj ij fMftVy daI;wVj dks rhu oxks± esa ckaVk x;k gSA

	1.	 Workstation: lkekU; daI;wVj dh oSQisflVh 
ls vf/d oSQisflVh okys daI;wVj flLVe gksrs 
gSA

	2.	 Server: ;g daI;wVj Lo;a ls tqM+s daI;wVlZ 
dks MsVk iznku djrs gSaA

	3.	 Embedded System: igys ls lkjh phtsa iwoZ fu/kZfjr gksrh gSaA

mís'; osQ vk/kj ij (Based on Purpose)
	1.	lkekU; mís'kh; daI;wVj (General Purpose Computer): 

vusd izdkj osQ dk;Z djus dh {kerk] lkekU; dk;Z tSls ysVj fy[kuk] 
MkD;wesaV rS;kj djuk] MkVkcsl cukus vkfn esa iz;ksxA

	2.	 fof'k"V mís'kh; daI;wVj (Special Purpose Computer): 
tks fdlh fo'ks"k dk;Z osQ fy;s cuk;k tkrk gSA tSls& E;wftd LVwfM;ks] 
varfj{k foKku] ekSle foKku] j{kk] ;krk;kr fu;a=k.k vkfn esa iz;ksx 
djus osQ fy,A

daI;wVj dk;Z iz.kkyh (Computer System)
	� oaQI;wVj MkVk dks lwpuk esa ifjofrZr djrk gS D;ksafd ;g izfozQ;k daI;wVj 
osQ }kjk gksrh gSA blhfy, bls Electronic Data Processing 
(EDP) dgk tkrk gSA

		  Data - dPps rF;
		  Information - iDosQ rF;@Processed MkVk dks gh bUiQksesZ'ku 

dgrs gSaA

tt

	� Computer dks o`Qf=ke cqf¼ dh laKk nh xbZ gSA
	� daI;wVj ftrus le; esa dk;Z laiUu djrk gS og le; Execution 
Time dgykrk gSA

	� dksbZ O;fDr daI;wVj lk{kj dgykrk gS ;fn og osQoy vko';d 
Applications dks pykus esa l{ke gksA

daI;wVj dh fo'ks"krk,¡ (Features of Computer)
	1.	 xfr (Speed): daI;wVj izkslslj dh LihM dks gV~Zt esa ekirs gSaA 

orZeku le; esa daI;wVj uSuks lsoaQM (10-9 lsoaQM) esa x.kuk,¡ dj 
ldrk gSA

	2.	 =kqfVghurk (Accuracy)
	3.	 fo'kky HkaMkj.k {kerk (Large Storage Capacity)
	4.	dk;Z {kerk (Efficiency)
	5.	 fofo/rk (Versatility)
	6	 l{kerk (Diligence): u Fkdus okyk u cksj gksus okyk] viuh xfr 

vkSj lVhdrk •ks, fcuk dk;Z dks djrk gSA

	7.	 xksiuh;rk cuk;sa j•uk (Privacy)
	8.	 fo'oluh;rk (Reliability)
	9.	 Lopkfyr (Automatic)
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daI;wVj dh lhek,¡ (Limitations of Computer)
	1	 cqf¼ghurk (Mindlessness)
	2.	 fo|qr ij fuHkZjrk (Dependence on Electricity)
	3.	 csjkstxkjh (Unemployment)
	4.	 Update & Upgrade
	5.	 ok;jl dk •rjk (Virus Threat)
	6.	 •phZyk (Expensive)
	7.	 lksp ugha ldrk (Can't Think)
daI;wVj osQ vuqiz;ksx (Uses of Computer)
	1.	 f'k{kk (Education)
	2.	 LokLF; (Health)
	3.	 j{kk (Defence)
	4.	 okf.kT; (Commerce)
	5.	 ;krk;kr (Transport)
	6.	 jsyos vkSj ok;q;ku (Railway and Airlines)
	7.	 cSad (Bank)
	8.	 euksjatu Entertainment
daI;wVj osQ ykHk (Benefits of Computer)
	1.	 le; dh cpr (Time Saving)
	2.	 dkxt dh cpr (Paper Saving)
	3.	 okrkoj.k de izHkkfor (Environment Less Affected)
	4.	 =kqfVjfgr dk;Z (Error Free Work)
	5.	 dk;Z dh xq.koÙkk (Quality of Work)
Hkkjr esa daI;wVj (Computer's in India)

	� Hkkjr esa daI;wVj ;qx dh 'kq:vkr o"kZ 1952 esa gqbZA

	� Hkkjr esa loZizFke ,ukykWx daI;wVj o"kZ 1952 esa Hkkjrh; lkaf[;dh 
laLFkku dksydkrk esa yxk;k x;kA

	� Hkkjr esa loZizFke bysDVªkWfud oaQI;wVj o"kZ 1956 esa Hkkjrh; lkaf[;dh 
laLFkku dksydkrk esa yxk;k x;kA

	� Hkkjr esa lqij daI;wVj dk tud fot; ikaMqjax HkkVdj dks ekuk tkrk gSA

	� Hkkjr esa fufeZr igyk daI;wVj fl¼kFkZ] Electronic Corporation 
of India osQ }kjk cuk;k x;kA ftls 1986 esa cSaxyksj osQ eq[; MkWd?kj 
esa yxk;k x;kA

	� Hkkjr esa fufeZr izFke izkslslj&'kfDr izkslslj FkkA

	� fo'o esa fufeZr izFke izkslslj Intel 4004 FkkA

lqij daI;wVj (Super Computer)
	� fo'o dk igyk lqij daI;wVj CDC-6600/CRAY-I FkkA
	� Hkkjr dk igyk lqij daI;wVj ije 8000 C-DAC (Center for 
Development of Advanced Computing) }kjk fodflr fd;k 
x;kA

	� Hkkjr esa igyk lqij daI;wVj 1991 esa iq.ks dh ekSle oS/'kkyk esa 
LFkkfir fd;k x;kA

	� Hkkjr dk lcls rst lqij daI;wVj AIRAWAT gSA
	� izR;w"k Hkkjr dk igyk eYVh&isVkÝykWi lqijdaI;wVj gS ftls Hkkjrh; 
m".kdfVca/h; ekSle foKku laLFkku (IITM) iq.ks esa LFkkfir fd;k 
x;k gSA

Hkfo"; osQ daI;wVlZ
		 Hkfo"; osQ daI;wVlZ esa ubZ rduhdksa vkSj uokpkjksa dks ,dhÑr fd;k 

tk,xk] tks fd ekuo thou dks vkSj Hkh vklku vkSj oqQ'ky cuk,axsA

Hkfo"; osQ daI;wVj gkMZos;j
	� DokaVe çkslslj
	� U;wjksekWfiQZd fpIl
	� Mh,u, LVksjst fMokbl
	� vkWfIVdy baVjdusDV~l
	� xzkiQhu&vk/kfjr jSe

Hkfo"; osQ daI;wVj lkWÝVos;j
	� ,vkbZ&ikoMZ vkWijsfVax flLVe
	� DokaVe vYxksfjne
	� U;wjksekWfiQZd çksxzkfeax Hkk"kk,a
	� Mh,u,&vk/kfjr MsVk daçs'ku
	� vkWfIVdy oSQjsDVj fjdkWfXu'ku (vkslhvkj)

Hkfo"; osQ daI;wVj rduhd
	� DokaVe daI;wfVax	 �	 vkfVZfiQf'k;y baVsfytsal (,vkbZ)
	� U;wjksekWfiQZd daI;wfVax	 �	 Mh,u, daI;wfVax
	� vkWfIVdy daI;wfVax

Hkfo"; osQ daI;wfVax VªsaM~l
	� DykmM daI;wfVax	 �	 baVjusV vkWiQ fFkaXl (vkbZvksVh)
	� ,t daI;wfVax	 �	 vkfVZfiQf'k;y baVsfytsal (,vkbZ)
	� e'khu yfuZax (,e,y)

Hkfo"; osQ daI;wVj fMokbl
	� LekVZ Xyklst	 �	 LekVZ dkWUVSDV ysal
	� LekVZ okWpst	 �	 LekVZ bEIykaV~l
	� gksyksxzkfiQd fMLIys

Hkfo"; osQ daI;wVlZ osQ mi;ksx

	� ,tqosQ'ku		 �	 gsYFkosQ;j
	� iQkbusal	 	 �	 VªkaliksVZs'ku
	� dE;qfuosQ'ku

Hkfo"; osQ daI;wVlZ dh pqukSfr;k¡
	� MsVk flD;ksfjVh	 �	 çkboslh dalUlZ

	� tkWc fMLIyslesaV	 �	 VsDuksykWth ij fuHkZjrk
	� lkbcj FkzsV~l

Hkfo"; osQ daI;wVlZ osQ iQk;ns
	� rsth ls MsVk çkslsflax	 �	 baVsfytsaV fMlhtu

	� lsYiQ&yfuZax {kerk	 �	 ,UgkaLM flD;ksfjVh
	� baçwOM ;wtj ,Dlihfj;al
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	 1.	 igyh ih<+h osQ oaQI;wVj esa -------------- dk iz;ksx fd;k tkrk FkkA
	 (a)	 fuokZr ufydkvksa (oSD;we V~;wc) dk
	 (b)	 izFkudksa (VªkaftLVjksa) dk
	 (c)	 v¼Zpkydksa dk
	 (d)	 ;kaf=kd fx;lZ dk

	 2.	 bUVhxzsVsM lfoZQV dk laca/ oaQI;wVj dh fdl ih<+h ls gS\
	 (a)	 First Generation	(b)	Second Generation
	 (c)	 Third Generation	(d)	Fifth Generation
	 3.	 feMh (MIDI) dk iqQy iQkWeZ gS&
	 (a)	 Musical Instrument Digital Interface
	 (b)	 Musical Interface Digital Instrument
	 (c)	 Musical Interchange Digital Interface
	 (d)	 Musical Instrument Diode Inverter
	 4.	 oaQI;wVj dh ikapoha ih<+h dk izrhd gS&
	 (a)	 esuizsQe oaQI;wVj	 (b)	feuh oaQI;wVj
	 (c)	 ekbozQks oaQI;wVj	 (d)	lqij oaQI;wVj
	 5.	 baVhxzsVsM lfoZQV fpi osQ fodkl dk Js; tkrk gS&
	 (a)	 pkYlZ cScst dks	 (b)	tSd fdYch
	 (c)	 tkWu ,ye dks	 (d)	(b) o (c) nksuksa
	 6.	 UNIVAC gS&
	 (a)	 Universal Automatic Computer
	 (b)	 Universal Array Computer
	 (c)	 Unique Automatic Computer
	 (d)	 Ultimate Automatic Computer
	 7.	 fuEu daI;wVjksa dks mudh ih<+h osQ dkyozQe osQ vuqlkj O;ofLFkr 

dhft,A
		  (i) ENIAC
		  (ii) PDP-8
		  (iii) NCR 395
		  (iv) Apple II
	 (a)	 ii, i, iii, iv	 (b)	 iv, iii, ii, i
	 (c)	 i, ii, iii, iv	 (d)	i, ii, iv, iii
	 8.	 Hkkjr esa fodflr ije lqij oaQI;wVj dk fodkl fdl laLFkk us fd;k 

gS\
	 (a)	 lh&MSd
	 (b)	 vkbZ-vkbZ-Vh-] dkuiqj
	 (c)	 Hkkjrh; lkaf[;dh laLFkku
	 (d)	 vkbZ-vkbZ-Vh-] fnYyh

	 9.	 bysDVªkWfud oaQI;wVj dk vkfo"dkj fdlus fd;k Fkk\
	 (a)	 ekdksZuh	 (b)	tkWu ekSpyh o ts- izsLij ,dVZ
	 (c)	 pkYlZ cScst	 (d)	tSd fdYch

	 10.	 okf.kfT;d mi;ksx osQ fy, miyC/ djk;k tkus okyk igyk oaQI;wVj 
Fkk&

	 (a)	 feuh oaQI;wVj	 (b)	,fu,d
	 (c)	 ;wuhosd	 (d)	bMoSd

	 11.	 fuEu esa ls dkSu&lh IC rhljh ih<+h osQ oaQI;wVj esa iz;qDr gqbZ Fkh\
	 (a)	 SSI	 (b)	USI
	 (c)	 ISI	 (d)	TTI
	 12.	 EDVAC dk iwjk uke buesa ls dkSu lk gS\
	 (a)	 Electronic Dedicated Variable Analog Computing
	 (b)	 Electronic Data Variable Automatic Computer
	 (c)	 Electronic Discrete Variable Automatic Computer
	 (d)	 Electronic Discrete Variable Automatic Compiler
	 13.	 Hkkjr esa oaQI;wVj osQ tud gSa&
	 (a)	 fVe cuZlZ yh	 (b)	pkYlZ cScst
	 (c)	 jaxkLokeh ujflEgu	 (d)	tsEl xkWfLyUx
	 14.	 vkiosQ oaQI;wVj dks funsZ'k ------------ Hkk"kk esa fn;k tkrk gSA
	 (a)	 dksM	 (b)	e'khu
	 (c)	 vlsEcyh	 (d)	dEikbyj
	 15.	 ilZuy oaQI;wVj osQ fodkl dk Js; fdls tkrk gS\
	 (a)	 IBM	 (b)	HCL
	 (c)	 Microsoft	 (d)	HP
	 16.	 daI;wVj dh fuEufyf[kr ihf<+;ksa esa ls fdlesa VªkaftLVj dh rduhd 

dk mi;ksx lcls igyh ckj fd;k x;k Fkk\
	 (a)	 rhljh	 (b)	izFke
	 (c)	 pkSFkh	 (d)	nwljh
	 17.	 oaQI;wVj osQ izkslslj dh xfr dks fuEufyf[kr esa ls fdlesa ekih tkrh 

gS\
	 (a)	 chih	 (b)	,evkbZ
	 (c)	 vko`fr	 (d)	gVZ~t
	 18.	 oaQI;wVj iz.kkyh esa ALU dk rkRi;Z D;k gS\
	 (a)	 Arithmetic Logic Unit
	 (b)	 Array Logic Unit
	 (c)	 Alal Drive Logic Unit
	 (d)	 Application Logic Unit
	 19.	 Hkkjr dk igyk lqij oaQI;wVj gS&
	 (a)	 Cary-1	 (b)	Param 8000
	 (c)	 Tihane	 (d)	Error
	 20.	 fuEufyf[kr esa ls fdl izdkj osQ oaQI;wVj dks uksVcqd osQ uke ls Hkh 

tkuk tkrk gS\
	 (a)	 Micro Computer	 (b)	Mini Computer
	 (c)	 Work Station	 (d)	Laptop Computer
	 21.	 fpi osQ fuekZ.k esa eq[;r% fdldk iz;ksx gksrk gS\
	 (a)	 BUS	 (b)	Control Unit
	 (c)	 Semiconductors	 (d)	System Unit
	 22.	 og Hkk"kk ftls oaQI;wVj fcuk ySaXost VªkalysVj izksxzke dks le>rk gS] 

dgykrh gS&
	 (a)	 vesfjdu Hkk"kk	 (b)	e'khuh Hkk"kk
	 (c)	 vlsEcyh Hkk"kk	 (d)	;wfuolZ Hkk"kk
	 23.	 vlsEcyj dk dk;Z gS&
	 (a)	 csfld Hkk"kk dks ;kaf=kd Hkk"kk esa ifjofrZr djuk
	 (b)	 mPp Lrjh; Hkk"kk dks e'khuh Hkk"kk esa ifjofrZr djuk

ijh{kksi;ksxh iz'u
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	 (c)	 vlsEcyh Hkk"kk dks e'khuh Hkk"kk esa ifjofrZr djuk
	 (d)	 vlsEcyh Hkk"kk dks mPp Lrjh; Hkk"kk esa ifjofrZr djuk

	 24.	 oSD;we V~;wc fdl ih<+h osQ daI;wVj dh fo'ks"krk gS\
	 (a)	 nwljh ih<+h osQ daI;wVj	(b)	 igyh ih<+h osQ daI;wVj
	 (c)	 rhljh ih<+h osQ daI;wVj	(d)	pkSFkh ih<+h osQ daI;wVj

	 25.	 fdl oaQI;wVj ih<+h (Computer Generation) esa vkWijsfVax 
flLVe fodflr gqvk&

	 (a)	 First	 (b)	Second
	 (c)	 Fourth	 (d)	Fifth
	 26.	 ikLdykbu dh [kkst dc dh xbZ Fkh\
	 (a)	 1617	 (b)	1620
	 (c)	 1642	 (d)	1657
	 27.	 bUVhxzsfVM lfoZQV gS&
	 (a)	 ,d tfVy lfdZV

	 (b)	 ,d bysfDVªd fMokbl

	 (c)	 ,d VªkaftLVj ls dgha T;knk egaxk

	 (d)	 ,d NksVh flfydkWu fpi ij fufeZr

	 28.	 fuEu esa ls dkSu&lk izksxzke vo/kj.kk dks laxzghr djus osQ fy, iz;ksx 
gksus okyk izFke oaQI;wVj gS\

	 (a)	 UNIVAC	 (b)	ENIAC
	 (c)	 EDSAC	 (d)	IBM
	 29.	 oSD;we V~;wc dk vkfo"dkj fdl o"kZ gqvk\
	 (a)	 1900	 (b)	1904
	 (c)	 1910	 (d)	1920
	 30.	 ije (PARAM) lqij oaQI;wVj fdl ih<+h (tujs'ku) dk oaQI;wVj 

gS\
	 (a)	 f}rh;	 (b)	r`rh;
	 (c)	 ik¡poha	 (d)	izFke
	 31.	 xzkfiQdy ;wtj baVjisQl (GUI) fuEufyf[kr esa ls fdl ih<+h osQ 

oaQI;wVj osQ nkSjku fodflr fd;k x;k Fkk\
	 (a)	 izFke ih<+h	 (b)	r`rh; ih<+h
	 (c)	 prqFkZ ih<+h	 (d)	f}rh; ih<+h
	 32.	 izksxzkfeax Hkk"kk C++, COBOL vkSj Java dk mi;ksx] fuEufyf[kr 

esa ls fdl ih<+h osQ daI;wVj esa fd;k tkrk Fkk\
	 (a)	 pkSFkh	 (b)	ikapoh
	 (c)	 rhljh	 (d)	igyh
	 33.	 ABACUS izFke ------------ FkkA
	 (a)	 Electronic Computer
	 (b)	 Mechanical Computer
	 (c)	 Electronic Tube
	 (d)	 Mechanical Calculator
	 34.	 izFke ih<+h osQ oaQI;wVlZ dh izkslsflax dh xfr fdl esa ekih tkrh Fkh\
	 (a)	 Milliseconds	 (b)	Microseconds
	 (c)	 Nanoseconds	 (d)	buesa ls dksbZ ugha

	 35.	 ekbozQksizkslslj dh [kkst fdlus dh Fkh\
	 (a)	 ekf'kZ;u VsM gkWiQ	 (b)	 gjeu ,p xksYMLVhu
	 (c)	 tkslsiQ tSdoMZ	 (d)	mi;qZDr lHkh

	 36.	 nqfu;k dk igyk lkekU; mn~ns'; bysDVªkWfud fMftVy oaQI;wVj gS&
	 (a)	 UNIVAC	 (b)	EDVAC
	 (c)	 ENIAC	 (d)	EDSAC
	 37.	 EDSAC dk vkfo"dkj fdlus fd;k Fkk\
	 (a)	 tkWu oh- U;weSu	 (b)	ts-ih- ,dVZ vkSj tkWu ekSpyh
	 (c)	 ekSfjl foYDl	 (d)	 gkWoMZ ,sosQ
	 38.	 fdl o"kZ esa cScst us fo'ys"k.kkRed batu dh dYiuk dh&
	 (a)	 1642	 (b)	1837
	 (c)	 1880	 (d)	1834
	 39.	 fn, x, fodYiksa esa ls dkSu&lk fuEufyf[kr dFkuksa dh lR;rk dk 

lcls vPNk o.kZu djrk gS\
(i)	 vlsEcyj] gkbZ ysoy ySaXost esa fy[ks x, funsZ'kks dks fjyksosQV 

djus ;ksX; e'khu dksM esa ifjofrZr djus osQ fy, vkSj yksMj 
osQ fy, tkudkjh mRiUu djus osQ fy, ,d izksxzke gSA

(ii)	vlascyh dksM osQ ,XtSD'ku (Exaction) osQ nkSjku vlsacyj esu 
eseksjh esa gh jguk pkfg,A

(iii)	fofHkUu izdkj osQ vlsacyjksa esa] ou ikl vlsacyj (One 
Pass Assemblers) vkSj yksM&,aM&xks (Load-and-go 
Assemblers) vlsacyj 'kkfey gSaA

(a)	i-lR;] ii-lR;] iii-vlR;
(b)	i-lR;] ii-vlR;] iii-lR;
(c)	 i-lR;] ii-lR;] iii-lR;
(d)	i-vlR;] ii-lR;] iii-lR;

	 40.	 fo'o oaQI;wVj lk{kjrk fnol dc euk;k tkrk gS\
	 (a)	 5 flracj	 (b)	2 fnlacj
	 (c)	 5 twu	 (d)	8 ekpZ
	 41.	 fuEufyf[kr esa ls dkSu&lk igyk lkekU; mís'; okyk bysDVªkWfud 

fMftVy daI;wVj Fkk] ftls la;qDr jkT; vesfjdk esa dkWiksZjsV ,fIyosQ'ku 
osQ fy, fMtkbu fd;k x;k Fkk\

	 (a)	 Z3 e'khu	 (b)	;wfuoSd&I
	 (c)	 ,fu,sd	 (d)	V~;wfjax e'hu
	 42.	 oaQI;wVj dh nwljh ih<+h -------------- vk/kfjr FkhA
	 (a)	 ,dho`Qr ifjiFkksa	 (b)	VLSI fpIl
	 (c)	 fuokZr ufydkvksa	 (d)	VªkaftLVj
	 43.	 ASCII dk foLrkfjr :i gS&
	 (a)	 vesfjdu flD;qfjVh dksM iQkWj bUiQkWjes'ku baVjpsat
	 (b)	 vesfjdu lakbfVfiQd dksM iQkWj bUiQkWjes'ku baVjpsat
	 (c)	 vkWy iiZt flD;qfjVh dksM iQkWj bUiQkWesZ'ku baVjpsat
	 (d)	 vesfjdu LVS.MMZ dksM iQkWj baiQkWesZ'ku baVjpsat
	 44.	 o`Qf=ke cqf¼eÙkk (Artificial Intelligence) oaQI;wVj dh fdl ih<+h 

ls lacaf/r gS\
	 (a)	 izFke ih<+h	 (b)	r`rh; ih<+h
	 (c)	 ik¡poha ih<+h	 (d)	lkroha ih<+h
	 45.	 ekbozQksizkslslj ;qDr oaQI;wVj fdl ih<+h osQ gSa\
	 (a)	 rhljh	 (b)	pkSFkh
	 (c)	 igyh	 (d)	nwljh
	 46.	 oaQI;wVj iz.kkyh esa fuEu esa ls D;k izksxzkfeax Hkk"kk ugha gS\
	 (a)	 dkscksy (COBOL)	 (b)	iQksjVªkWu (FORTRAN)
	 (c)	 ikLdy (PASCAL)	 (d)	yksVl (LOTUS)
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	 47.	 fuEu dFkuksa esa ls lgh ;k xyr dh igpku dhft,A
(i)	 vlsEcyh Hkk"kk] ,d fuEu Lrjh; izksxzkfeax Hkk"kk gSA

(ii)	baVjizsVj ,d izksxzke gksrk gS tks izksxzkfeax Hkk"kk esa izR;sd dFku 
dks e'khu dksM esa vuqokfnr djrk gS vkSj bldk lapkyu djrk 
gSA

(iii)	vlsEcyj dk vkmViqV ckbujh dksM esa gksrk gSA
	 (a)	 i-lgh] ii-lgh] iii-xyr
	 (b)	 i-lgh] ii-lgh] iii-lgh
	 (c)	 i-xyr] ii-lgh] iii-lgh
	 (d)	 i-lgh] ii-xyr] iii-lgh
	 48.	 oaQI;wVj dh nwljh ih<+h (lsoaQM tujs'ku) fdl nkSjku ns[kh xbZ Fkh\
	 (a)	 1940&1956	 (b)	1963&1972
	 (c)	 1956&1964	 (d)	1973 &orZeku
	 49.	 oaQI;wVj dh fuEufyf[kr ihf<+;ksa esa ls fdlesa VªkaftLVj dh rduhd 

dk mi;ksx lcls igyh ckj fd;k x;k Fkk\
	 (a)	 izFke	 (b)	pkSFkh
	 (c)	 rhljh	 (d)	nwljh
	 50.	 vkbZch,e 360 (IBM 360) fuEufyf[kr esa ls oaQI;wVj dh fdl 

ih<+h esa fodflr fd;k x;k Fkk\
	 (a)	 izFke ih<+h	 (b)	r`rh; ih<+h
	 (c)	 f}rh; ih<+h	 (d)	prqFkZ ih<+h
	 51.	 ,Iiy II -------------- ih<+h osQ oaQI;wVj dk ,d mnkgj.k gSA
	 (a)	 prqFkZ	 (b)	f}rh;
	 (c)	 izFke	 (d)	r`rh;

	 52.	 oaQI;wVj dh fdl ih<+h us izksxzkfeax Hkk"kk osQ :i esa e'khu dksM dk 
iz;ksx fd;k\

	 (a)	 nwljh	 (b)	izFke
	 (c)	 rhljh	 (d)	pkSFkh

	 53.	 Hkkjr esa oaQI;wVj dk izFke ckj iz;ksx dgka fd;k x;k Fkk\

	 (a)	 Hkkjrh; izkS|ksfxdh laLFkku] csaxyq:

	 (b)	 iz/ku Mkd?kj] ubZ fnYyh

	 (c)	 iz/ku Mkd?kj] csaxyq#

	 (d)	 Hkkjrh; lkaf[;dh laLFkku] dksydkrk

	 54.	 'khyk dks ;kn vkrk gS fd ,d tekus esa mlosQ oaQI;wVj esa VªkaftLVj 
(Transistors) dk mi;ksx fd;k tkrk FkkA

		  fdl ih<+h osQ oaQI;wVjksa esa bldk mi;ksx fd;k x;k Fkk\

	 (a)	 rhljh	 (b)	nwljh
	 (c)	 pkSFkh	 (d)	igyh

	 55.	 fuEufyf[kr esa ls dkSu nwljh ih<+h dk flLVe gS\

	 (a)	 guhosy 400 (Honeywell 400)
	 (b)	 ,Iiy II (Apple II)
	 (c)	 IBM uksVcqd (IBM Notebooks)
	 (d)	 lu ooZQLVs'ku (Sun Workstations)

	 56.	 fuEufyf[kr esa ls dkSu&lk pkSFkh ih<+h (4th Generation) osQ 
oaQI;wVj dk ,d mnkgj.k ugha gS\

	 (a)	 Apple II	 (b)	ICL 2900
	 (c)	 STAR 1000	 (d)	TRS-80

1. (a) 2. (c) 3. (a) 4. (d) 5. (b) 6. (a) 7. (c) 8. (a) 9. (b) 10. (c)
11. (a) 12. (c) 13. (c) 14. (b) 15. (a) 16. (d) 17. (d) 18. (a) 19. (b) 20. (d)
21. (c) 22. (b) 23. (c) 24. (b) 25. (c) 26. (c) 27. (d) 28. (c) 29. (b) 30. (c)
31. (c) 32. (c) 33. (d) 34. (a) 35. (a) 36. (c) 37. (c) 38. (d) 39. (d) 40. (b)
41. (c) 42. (d) 43. (d) 44. (c) 45. (b) 46. (d) 47. (b) 48. (c) 49. (d) 50. (b)
51. (a) 52. (b) 53. (d) 54. (b) 55. (a) 56. (b)

mRrjekyk
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2 daI;wVj gkMZos;j ,oa lkWÝVos;j
Computer Hardware and Software

COMPUTER SYSTEM

HumanwareSoftware Hardware

gkMZos;j (Hardware)
	� ,sls Device ftUgs ge Nw o ns[k ldrs gSaA Tangible Device Hkh 
dgk tkrk gSA

	� ;s Device tks Software dks dekaM nsrs gSa ;k Software dh dekaM 
ij dk;Z djrs gSaA

lkÝVos;j (Software)
	� ftUgs ge Nw ugha ldrs fliZQ ns[k ldrs gSaA Intangible Device 
Hkh dgk tkrk gSA

	� ;ss Device tks osQoy Hardware }kjk nh x;h Command ij 
dk;Z djrs gSaA

Þ;qeuos;j (Humanware)
	� Computer mi;ksxdrkZ (user) dks Humanware dgk tkrk gSA

Þ;qeuos;j fMokbl (Humanware Device)
		  Humanware Device Prodigy Company us cukbZ Fkh tks 

gkMZos;j & lkWÝVos;j dk feJ.k gSA ;g muosQ fy, gSA ftudh ns[kus 
o lquus dh 'kfDr de gksrh gSA

lkWÝVos;j (Software)
		 oqQN fof'k"V dk;ks± dks djus osQ fy, izksxzkeksa dk laxzg lkWÝVos;j 

dgykrk gSA lkWÝVos;j rhu izdkj osQ gksrs gSA
		 1- flLVe lkWÝVos;j 2- ,IyhosQ'ku lkWÝVos;j 3- ;wfVfyVh lkWÝVos;j

flLVe lkWÝVos;j
		 daI;wVj osQ ?kVd gkMZos;j osQ lkFk lh/s laioZQ djosQ gkMZos;j dks 

lapkfyr djus osQ fy, vko';d dk;Z {kerk iznku djrs gSA

,IyhosQ'ku lkWÝVos;j
		 ftudh lgk;rk ls fdlh dk;Z dks vklkuh ls djus vkSj laikfnr djus 

osQ fy, mi;ksx fd;k tkrk gS ;s nks izdkj osQ gksrs gSA

		 1- lkekU; mís'; lkWÝVos;j

		 2- Lofu/kZfjr lkWÝVos;j

;wfVfyVh lkWÝVos;j
		 oaQI;wVj flLVe osQ j[k&j[kko vkSj dkWfUiQxjs'ku djus osQ fy, bLrseky 

fd;k tkus okyk lkWÝVos;jA

		 oMZ izkslslj& ,e,l oMZ] oMZiSM] oMZLVkj] dksjy oMZijisQDV] xwxy 
MkWDl] fyczsvkWfiQl] ,Iiy istsl] vksisu vkWfiQl] ,ch oMZ] Y;wDloMZ] 
izQhekabMA

		 cso czkmtj& xwxy ozQkse] eksftyk iQk;j iQkWDl] baVjusV ,DlIyksjj] 
vksisjk] liQkjh] VkWj czkmtj] osc czkmtj] fookYMh czkmtj] iQkW;jiQkDl 
iQksdl] eYVhehfM;k Iys;jA

		 eYVhehfM;k lkWÝVos;j& oh,ylh Iys;j, foaMks ehfM;k Iys;j] ,Mksc 
iQksVkslkWi] fidklk] osQ,e Iys;j] xse Iys;j] iksV Iys;j] ,e,Dl 
Iys;j] ikWoj Mk;jsDVj] ohfM;ks Iys;j vkWy bu ou] Mhoh,Dl Iys;j

		 esfyax lkWÝVos;j& ,e,l vkmVyqd] thesy] eksftyk FkaMjoMZ] bZesy 
DykbaV] iksLVckWDl] ;kgw esy] izksVkWuesy] VqVkuksVk

		 izstsaVs'ku lkWÝVos;j& ,e,l ikoj IokbaV] xwxy LykbM~l] fyczsvkWfiQl 
baizsl] fdaxlkWÝV izstsaVs'ku] vksiu vkWfil baizsl] izsth] LykbM 'ks;j] 
tksgks 'kks] ,feaMh] fipA

		 LiszM'khV lkWÝVos;j& ,e,l ,Dlsy] yksVl 123] xwxy 'khV~l] 
fyczsvkWfil oSQYd] dksjy DokVªks izks] tksgks 'khV] ekbozQkslkWÝV ,Dlsy 
vkWuykbu] ,;jVscy] LekVZ'khVA

		 iQeZos;j& LFkk;h lkÝVos;j tks flLVe dh jhM vksuyh eseksjh esa 
lfUufgr gS BIOS

		 izQhos;j& os lkWÝVos;j tks mi;ksx osQ fy, Lora=k :i ls miyC/ gS 
ysfdu lzksr dksM miyC/ ugh gks ldrs tSls& Ldkbi] ,Mksc jhMj] 
fyuDl] ;wcaVw] isQMksjk vkfnA

izksxzkfeax Hkk"kk,¡
	� izR;sd Hkk"kk ftlesa daI;wVj izksxzke fy[ks tkrs gS ftldk viuk O;kdj.k 
gksrk gS ftls flaVSDl dgk tkrk gSA

		 daI;wVj izksxzkfeax Hkk"kk nks izdkj dh gksrh gSA

		 fuEu Lrjh; Hkk"kk,¡ (LLL-Low Level Language)& fuEu 
Lrjh; Hkk"kk,¡ e'khu ij fuHkZj Hkk"kk,¡ gS ftlesa e'khu Hkk"kk ,oa 
vlsacyh Hkk"kk ij fuHkZj Hkk"kk,¡ gSA

		 mPp Lrjh; (HLL-High Level Language )– mPp Lrjh; 
Hkk"kk,¡ e'khu ls Lora=k gksrh gS vkSj dksM fy[kus ls ljy gksrh gS 
bu Hkk"kkvksa dks daI;wVj lh/s ugh le> ikrk gS mUgs e'khu Hkk"kk esa 
vuqokfnr djus osQ fy, vuqokndksa dh vko';drk gksrh gS tSls& C, 
C++, Fortran, Java, Python vkfnA

VªkalysVj
	� HLL dks LLL esa cnyus dk dk;Z djrk gSA

		 vlsEcyh ;k gkbZ yscy ySaXost esa fy[ks x, izksxzke dks lkslZ dksM dgk 
tkrk gSA
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		 vuqoknd rhu izdkj osQ gksrs gSA

		 1- �dEikbyj & lkslZ dksM (gkbZ ysoy ySaXost) dks e'khu dksM esa 
cnyukA iwjs izksxzke dks jhM djosQ ,d lkFk VªkalysV djrk gSA

		 2- vlsEcyj & vlsEcyjh Hkk"kk dks e'khu Hkk"kk esa cnyukA

		 3- �baVjfizVj & ,d ckj esa iwjs dk;ZozQe osQ ctk; ,d ckj esa ,d 
iafDr dk vuqokn djrk gSA

buiqV (Input)
	� User }kjk Computer dks tks vkns'k@funsZ'k@fuos'k@laosQr@baLVªD'ku 
fn;s tkrs gSa buiqV dgykrk gSA

	� buiqV og laosQr gksrs gSa tks ckgjh nqfu;k ls daI;wVj dks izkIr gksrs gSaA
	� mi;ksxdrkZ dks daI;wVj ls ckr djus osQ fy, buiqV fMokbl dh 
vko';drk gksrh gSA

Input Device
	� ftu fMokbl osQ }kjk ge daI;wVj dks MsVk@'kCn@laosQr@fuos'k@ vkns'k@
baLVªD'ku nsrs gSa os buiqV fMokbl gksrh gSaA daI;wVj buiqV fMokbl 
mfpr lapkj osQ fy, ckgjh nqfu;k vkSj daI;wVj osQ chp ,d baVjisQl 
dh rjg dke djrh gSa] ;g mi;ksxdrkZ dks daI;wVj ij MsVk] lwpuk 
Hkstus esa l{ke cukrk gSA

	� buiqV fMokbl isfjisQjy fMokbl dk ,d Hkkx gS] buiqV fMokbl dks 
isfjisQjy fMokbl ugha dgk tk ldrkA

	� buiqV fMokbl ;wtj MsVk dks Lohdkj djrs gSaA
	� buiqV fMokbl daI;wVj dks MsVk izkIr djus esa enn djrs gSaA

buiqV fMokblsa (Input Devices)
1. Keyboard 10. MICR
2. Mouse 11. Light Pen
3. Microphone 12. Recognition System
4. Joystick 13. Digitizer
5. OCR 14. Trackball
6. OMR 15. Touch Screen
7. Scanner 16. Smart Card Reader
8. Web Camera 17. TV/AC Remote
9. Barcode Reader 18. Graphics Tablet

oqaQthiVy (Keyboard)

	� ;g ,d buiqV fMokbl gS vkSj mi;ksxdrkZ osQ fy, daI;wVj osQ lkFk 
laokn (Communicate) djus dk lcls cqfu;knh rjhdk gSA vkerkSj 
ij ekud (Standard) dh&cksMZ esa 104 keys gksrh gSaA bldk mi;ksx 
'kkWVZdV osQ fy, fd;k tk ldrk gS] tks MkWl (DOS) dekaM esa enn 
djrk gS (tgka ekml dke ugha djrk gS)

		 tSls% Alphabet keys, Numeric keys & Special keys, 
Function keys, Number keys, Navigation keys.

		  daI;wVj esa v{kj uacj flacy vkfn tkudkjh fy[kus osQ fy, ;k Keys 
nckdj oqQN MsVk buiqV ;k fy[kus osQ fy, dh&ckMZ dk iz;ksx fd;k 
tkrk gSA

		 dh&cksMZ dk vkfo"dkj ozQhLVksiQj ysFke 'kksyst us fd;kA
		  Alphabetic Keys	 –	 A-Z (26)
		  Function Keys 	 –	 12 (F1-F12)
		  Numeric Keypad 	 – 17
		  Navigation Keys: budk iz;ksx MkWD;wesaV vkfn esa ,d LFkku ls 

nwljs LFkku ij tkus vkSj VsDLV laikfnr djus osQ fy, fd;k tkrk gSA

		 Arrow Keys, Home, End, Page Up, Page Down, Delete, 
Insert

	 	 Modifier Keys (la'kks/d oqaQft;k¡)% og dh&cksMZ oqaQth tks 
,d lkFk nckus ij vU; oqaQth osQ dk;Z dks cnyrh gSA

		 Ctrl, Shift, Alt, Window Key
		  Punctuations Keys : os oqaQft;k¡ ftudk mi;ksx fojke fpÞu 

yxkus osQ fy, fd;k tkrk gSA
		 Esc: vkWijs'ku dks jí djus osQ fy,] izksxzke ;k foaMks ls ckgj fudyus 

osQ fy, @ Mk;ykWx ckWDl dks can djus osQ fy,
		  Enter: u;k Paragraph cukus osQ fy, iz;ksx fd;k tkrk gSA
		  Number Lock: bldk iz;ksx djus ls Numeric Keys dks 

Arrow dh rjg pyk;k tk ldrk gSA
		  Caps Lock: bldks vkWu djus ij lHkh ysVlZ oSQfiVy fy[ks tkrs 

gSa o vkWiQ djus ij lHkh LekyA
		 Shift: Shift cVu osQ lkFk fdlh Hkh ysVj dks izsl djus ij og 

oSQfiVy ySVj esa Vkbi gksxk ;fn oSQIl ykWd vkWiQ gS rksA
		 Scroll Lock: blosQ iz;ksx ls ist dks LozQksy djuk can o pkyw 

fd;k tkrk gSA
		 Print Screen: Print screen cVu ,d LozQhu'kkWV ysrk gS vkSj 

bls fDyicksMZ ij dkWih djrk gS ;k iQkby esa lgstrk gSA
		 Home Key: dlZj dks ykbu dh 'kq:vkr esa ys tkus osQ fy,A
		 End Key: dlZj dks ykbu osQ var esa ys tkus osQ fy,A
		 Ctrl + Home: Cursor dks MkWD;wesaV dh 'kq:vkr esa ys tkus osQ fy,A
		 Ctrl + End: Cursor dks MkWD;wesaV osQ var esa ys tkus osQ fy,A
		 Page Up Keys: ,d LozQhu (ist) vi djus osQ fy,A
		 Page Down Keys: ,d LozQhu Mkmu (ist) djus osQ fy,A
		 Enter Key: u;k iSjkxzkiQ cukus osQ fy, osQ fy,A
		 Ctrl+Esc / Window Key: LVkVZ esU;w vksiu djus osQ fy,A
		 Tab: dlZj dks nkb± vksj vkxs c<+kus osQ fy,A
		 Backspace: dlZj osQ ckb± vksj ossQ ,d v{kj dks gVkus osQ fy,A
		 Delete: dlZj osQ nkb± vksj ossQ ,d v{kj dks gVkus osQ fy,A
		 Ctrl + Backspace: dlZj osQ ckb± vksj ossQ ,d 'kCn dks gVkus 

osQ fy,A
		 Ctrl + Delete: dlZj osQ nkb± vksj ossQ ,d 'kCn dks gVkus osQ fy,

Mouse (ekml)
		  ekml dk vkfo"dkj Mxyl ,axsyckVZ us fd;k] ekml daI;wVj dk 

,d buiqV fMokbl gS ftldk eq[; :i ls iz;ksx daI;wVj esa ikWbaVj 
(Cursor) dks ewo (b/j&m/j) djus osQ fy, fd;k tkrk gS bls 
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^ikWbafVax fMokbl* osQ uke ls Hkh tkuk tkrk gSA bldk mi;ksx LØhu 
ij dlZj (Cursor) ;k ikWbaVj dks fu;af=kr djus vkSj daI;wVj dks 
dekaM nsus osQ fy, fd;k tkrk gSA ;g tfVy dh&cksMZ dekaM dks 
;kn fd, fcuk vkWijs'kuksa dks cuk, j•us dh vuqefr nsrk gSA ,d 
jksyj ekml dh ,d xsan gksrh gS ftls MsLd&VkWi (Desktop) ij 
ekml osQ :i esa ?kqek;k tkrk gSA bldk mi;ksx ,d ikWbaVj osQ :i esa 
fd;k tkrk gSA blosQ }kjk ge esuw dekaM (Menu Command) dks 
Select djuk] vkbdkWu (Icon) dks ewo djuk] foaMkst (Windows) 
dks vkdkj nsuk] çksxzke (Program) 'kq: djuk vkSj fodYi pquus 
tSls Functions (dk;ks±) dks vklkuh ls dj ldrs gSA

Mouse Button (ekml esa cVu)
		 Right Click: Open File, Open Fuction, Cut, Copy, 

Refresh, Folder, Rename etc.
		 Left Click: Single Click, fdlh iQkby] iQksYMj vkbdu dks 

flysDV djus osQ fy, ;k fyad [kksyus osQ fy,A 
		 Double Click: yxkrkj 2 ckj ysÝV fDyd djus ls fdlh iQkby] 

iQksYMj] izksxzke dks [kksyk tk ldrk gSA blosQ vykok fdlh MkWD;wesaV 
esa dksbZ Hkh 'kCn lsysDV djus osQ fy, Mcy fDyd dk iz;ksx fd;k 
tkrk gSA 

		 Triple Click: yxkrkj 3 ckj fDyd djus ls fdlh iSjkxzkiQ dks 
flysDV fd;k tk ldrk gSA

		 Scroll Wheel: ist@LozQhu dks mQij uhps djus osQ fy,
		 Click Lock: ekml dh fDyd ykWd izkWiVhZ vkidks ekml cVu dks 

idM+s fcuk [khapus dh vuqefr nsrh gSA
		 Drag & Drop: bldk iz;ksx fdlh vksCtsDV dks LozQhu ij ,d 

LFkku ls nwljs LFkku ij ys tkus osQ fy, djrs gSaA

Type of Mouse (ekml osQ izdkj)
		  1. Mechanical Mouse% ekml osQ uhps ckWy (ckWy dks lkiQ 

djuk iM+rk Fkk)

		  2. Optical Mouse / Digital Mouse: ystj ykbV yxh gksrh 
gS jcM+ dh ckWy dh txg wire/wireless nksuksa gh vkWfIVdy ekml 
gksrs gSaA orZeku le; esa blh ekml dk iz;ksx lokZf/d gks jgk gSA

		  3. Trackball Mouse: ,d ckWy ekml osQ mQij gksrk gSA dlZj 
daVªksy djus osQ fy, bls vaxwyh ;k vaxwBs ls ?kqek;k tkrk gSA

	 	 4. Wireless Mouse: fcuk rkj dusD'ku dlZj dks 
daVªksy djrk gSA

		  5. Touchpad Mouse: ;g m¡xfy;ksa osQ ncko dks 
eglwl djosQ dke djrk gSA bls VªSd isM Hkh dgk 
tkrk gSaA

Joystick
		 ;g dkjksa osQ fLVd f'kÝV tSlk fn•rk 

gSA ;g LØhu ij vkWCtsDV dks fu;af=kr 
djrk gSA tkW;fLVd ,d buiqV fMokbl 
gS ftldk mi;ksx daI;wVj fMokbl esa 
Cursor ;k Pointer dh xfr dks fu;af=kr djus osQ fy, fd;k tk 
ldrk gSA bl Input Device dk mi;ksx T;knkrj Gaming vkSj 
dHkh&dHkh Graphics osQ dk;ks± esa fd;k tkrk gSA

Digital Camera
		 ;g gesa best (Image) dks Capture djus vkSj best dks iQkby osQ 

:i esa daI;wVj esa VªkaliQj djus dh vuqefr nsrk gSA NksVs vkdkj osQ 
fMftVy oSQejs NksVh ek=kk esa ohfM;ks oSQIpj dj ldrs gSaA

BCR-Barcode Reader
		 ckj&dksM Black & White ykbu gksrs gSa ftUgsa 

ystj osQ leku jsM ykbV osQ }kjk LoSQu fd;k 
tkrk gSA tks ckj&dksM dks i<+us vkSj fMftVy 
:i esa cnyus osQ fy, mi;ksx dh tkrh gSA ;g 
rduhd oSQejk ;k ckj&dksM jhMj dk mi;ksx djosQ ckj&dksM dks 
LoSQu djrh gSA

OMR-Optical Mark Recognition
		 vkWfIVdy ekoZQ jhMj (OMR) ,d Lis'ky 

LoSQuj gksrk gS] ftldk bLrseky isu ;k isafly 
ls cuk, x, fpÞu ;k xksyk dks igpkuus osQ 
fy, fd;k tkrk gSA bldk lcls vPNk mnkgj.k 
izfr;ksxh ijh{kkvksa esa nh xbZ mÙkj iqfLrdk (OMR Sheet) gSA

Smart Card Reader
		  LekVZ dkMZ jhMj ,d bysDVªkWfud fMokbl gS tks 

LekVZ dkM~lZ dks i<+us vkSj muosQ MsVk dks ,Dlsl 
djus osQ fy, mi;ksx fd;k tkrk gSA ;g fMokbl 
LekVZ dkM~lZ osQ lkFk laokn djus osQ fy, ,d 
baVjiQsl çnku djrk gS

MICR-Magnetic Ink Character Recognition
		 MICR ,d izdkj dk LoSQuj gS tks fliZQ mUgha 

character dks i<+rs gSa tks ,d fo'ks"k eSXusfVd 
bad (pqacdh; L;kgh) {ftlesa vk;ju vkWDlkbM osQ 
d.k ekStwn gksrs gSa} ls Nis@fy[ks gksrs gSaA bldk iz;ksx 
vfèkdre cSadksa esa fd;k tkrk gSA

OCR-Optical Character Recognition
		 OCR% ,d jhfMax bdkbZ gS tks eqfnzr ikB~; dks oSQjsDVj nj oSQjsDVj 

LoSQu djosQ i<+rk gSA

	� gkFk ls fy[ks ;k Printed Data dks ASCII esa ifjofrZr djrk gSA

		 ASCII- American Standard Code for Information 
Interchange

Light Pen
		 ;g ,d gkFk ls pykus okyh bysDVªksvkWfIVdy ikWbafVax fMokbl gS] 

ftldk iz;ksx Drawing cukus xzkfiQDl cukus osQ fy, fd;k tkrk 
gSA bldk iz;ksx eq[; :i ls PDA esa djrs gSaA o fMLIys LozQhu ij 
vkWCtsDV dk p;u djus osQ fy, ,d izdk'k laosnu'khy fMVsDVj dk 
mi;ksx djrk gSA

		 PDA-Personal Digital Assistant%
Digitizers and Graphics Tablets

	� Drawing, Photo vkfn dks Digital 
Signals esa ifjofrZr djrk gS] ;g dykdkj 
dks gkFkksa ls best vkSj xzkfiQDl esa enn 
djrh gSA
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	� fMftVkbtj ,d e'khu gS tks ,d ,ukykWx vkWCtsDV] best ;k flXuy 
dks fMftVy iQkWesZV eas ifjofrZr djrh gSA

Touch Screen
	� Vp LØhu ,d rduhd gS tks mi;ksxdrkZ dks 
LØhu ij Li'kZ djosQ dekaM nsus dh vuqefr 
nsrh gSA

Microphone (ekbozQksiQksu)
	� bldk mi;ksx vkWfM;ks&buiqV fMokbl osQ :i esa fd;k 
tkrk gSA ekbozQksiQksu dk dk;Z daI;wVj esa Voice dks 
ntZ djuk gSA

Biometric Sensor
	� ck;ksesfVªd lsalj os midj.k gSa tks 'kjhj 
dh fof'k"V fo'ks"krkvksa dks igpkurs vkSj 
ekirs gS

Scanner
	� ;g HkkSfrd Nfo dks fMftVy esa cnyus dk dk;Z djrk 
gSA tks dkxt ;k vU; lrgksa ij ekStwn fp=kksa ;k ikB 
dks fMftVy :i esa cny nsrk gS

Voice Recognition System
	� okWbl fjdkWfXu'ku flLVe ,d rduhd gS tks ok.kh 
dks igpkurh vkSj le>rh gS] vkSj bldk mi;ksx 
fofHkUu dk;ks± esa fd;k tkrk gS

Web Camera
	� osc oSQejk ,d fMokbl gS tks ohfM;ks vkSj bestsl 
dks oSQIpj djus osQ fy, mi;ksx fd;k tkrk gS] tks 
daI;wVj ;k vU; fMokblsl ls tqM+k gksrk gSA

POS (Point of Sale) Machine
	� ihvks,l e'khu ,d bysDVªkWfud fMokbl gS tks 
O;kikfj;ksa dks ysu&nsu dks Lopkfyr djus vkSj 
xzkgdksa dks Hkqxrku djus dh lqfo/k çnku djrh gS

vkmViqV (Output)
		 gekjs }kjk daI;wVj dks tks buiqV (funsZ'k) fn;k tkrk gS mldh izkslsflax 

osQ ckn tks gesa ifj.kke izkIr gksrk gS mls vkmViqV dgrs gSa] daI;wVj 
}kjk fn;s x;s ifj.kke dks gh vkmViqV dgk tkrk gSA

Output Devices
		 daI;wVj ls izkIr ifj.kke dks ns[kus vFkok izkIr djus osQ fy, vkmViqV 

fMokbl dk iz;ksx fd;k tkrk gSA vkmViqV fMokblst vkmViqV dks 
gkMZ dkWih vFkok lkWÝV dkWih osQ :i esa fn[kkrk gSA

		  Soft Copy (lkWÝV dkWih)% og vkmViqV gksrk gS tks mi;ksxdrkZ 
dks daI;wVj osQ ekWfuVj ij fn[kkbZ nsrk gSA vFkok Lihdj esa lqukbZ nsrk 
gSA

		  Hard Copy (gkMZ dkWih)% og vkmViqV gksrk gS tks mi;ksxdrkZ 
dks isij ij ;k gkFk esa izkIr gksrk gSA

		  Output Devices:
		 1. Monitor		  2. Speaker
		  3. Projector	 4. Braille Reader
		  5. Printer		  6. Plotter
		  7. GPS		  8. Sound Card
Monitor/VDU (Visual Display Unit) / VDT (Video 
Display Terminal)

	� ;g lcls vke daI;wVj vkmViqV fMokbl gSA ;g mi;ksxdrkZvksa 
(Users) dks Information dks ns•us osQ fy, ,d Display cukrk 
gSA

	� ekWfuVj dks VDU/VDT uke ls Hkh tkuk tkrk gSA ekWfuVj dk vkdkj 
fod.kkZdkj ekik tkrk gSA

	� ekWfuVj dk vkfo"dkj Karl Ferdinand Braun us fd;k FkkA

	� Resolution: fcUnqvksa dks feykus ij Pixel curk gS] ftruk T;knk 
Pixel gksxk mruk gh vPNk fp=k cusxkA bls gh Resolution dgrs gSaA

Types of Monitor
	� CRT Monitor – Cathode Ray Tube (oSQFkksM js V~;wc) ekWuhVj
	� LCD – Liquid Crystal Display (fyfDoM fozQLVy fMLiys)
	� LED – Light Emitting Diode (ykbV ,fefVax Mk;ksM)
	� TFT-LED – Thin Film Transistor LED (fFku fiQYe 
� VªkaftLVj)

	� AMOLED – Active Matrix Organic LED (,fDVo �eSfVªDl 
vkWxsZfud)

	� 3D Monitor – Three-Dimension (Fkzh Mk;esa'ku)
	� ekWfuVj dks CPU ls dusDV djus osQ fy, VGA (Video Graphics 
Array) / HDMI (High Definition Multimedia Interface) 
Cable dk iz;ksx fd;k tkrk gS

Speaker
	� Lihdj ,d bysDVªkWfud fMokbl gS tks vkWfM;ks 
flXuy dks èofu esa ifjofrZr djrk gSA

Projector
		 çkstsDVj ,d bysDVªkWfud fMokbl gS tks Nfo;ksa 

vkSj ohfM;kst dks cM+s inZs ;k LØhu ij çnf'kZr 
djus osQ fy, mi;ksx fd;k tkrk gS

	� izkstsDVj osQ }kjk fdlh Hkh izdkj osQ best ;k ohfM;ks dks lisQn insZ 
ij fn[kk;k tkrk gSA

Braille Reader
	� us=kghu O;fDr dks daI;wVj ekWuhVj ij iznf'kZr 
ikB dks i<+us dh vuqefr nsrk gSA

GPS
;g ,d Soft Copy Output Device gSA 'Global Positioning 
System' ,d varfj{k vk/kfjr mixzg usfoxs'ku iz.kkyh gksrh gS] tks 

lHkh ekSle dh fLFkfr esa LFkku rFkk le; dh tkudkjh iznku djrk 

gSA GPS dh enn ls gekjh yksosQ'ku dk cgqr vklkuh ls irk yxk;k 
tk ldrk gSA
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Sound Card
lkmaM dkMZ ,d vkWfM;ks (Audio) vkmViqV 
fMokbl gS] ftls lkmaM dkMZ ;k vkWfM;ks 
(Audio) dkMZ osQ uke ls tkuk tkrk gSA lkmaM 
dkMZ ,d Expansion dkMZ gksrk gS] tks 
oaQI;wVj osQ vkWfM;ks rFkk ohfM;ks dh vkokt 
dks izLrqr djus dk dk;Z djrk gSA

fizaVj (Printer)

fizUVj ,d izdkj dh Hard Copy Output Device gS bldk 

mi;ksx fdlh Hkh VsDLV] MkWD;wesaV ;k best dks isij ij fizaV djus osQ 

fy, gksrk gSA fizaVj CySd ,aM OgkbV vkSj jaxhu (Colour) fizaV djrs 

gSa fizaVj eq[; :i ls nks izdkj osQ gksrs gSa & bEiSDV (Impact) vkSj 

ukWu bEiSDV (Non-Impact) fizaVjA fdlh Hkh fizaVj dh xq.koÙkk mlosQ 

fiDlsy Dots Per Inch (DPI) esa ekih tkrh gSA

Thermal

fizaVj osQ izdkj (Types of Printer)
bEiSDV fizaVj (Impact Printer): Nki NksM+us okys] dkxt osQ 

laioZQ esa vkus okys tSls& VkbijkbVj fizafVax

ukWu&bEiSDV fizaVj (Non-Impact Printer) : Lizs djus okys] 

fcuk dkxt osQ laioZQ esa vkus okysA tSls& 3D fizaVj
oSQjsDVj fizaVj (Character Printer) : tks ,d ckj esa ,d gh 

v{kj Vkbi djrs gSaA ;g Impact Printer dk mnkgj.k gSA

MkWV eSfVªDl fizaVj (Dot Matrix Printer) (DMP) : blesa 
fjcu yxh gksrh gSA lcls lLrk vkSj lcls 
T;knk vkokt djus okyk fizaVj gSA bl izdkj 
osQ fizaVj dks fiu fizaVj@baisDV eSfVªDl fizaVj 
osQ :i esa Hkh tkurs gSaA

MkWV eSfVªDl rduhd esa L;kgh (Ink) 
okys fjcu osQ }kjk fp=kksa] v{kjksa dks fizaV 

fd;k tkrk gSA ;g Impact Printer o Character Printer dk 
mnkgj.k gSA
Msth Oghy fizaVj (Daisy Wheel Printer) (DWP): bu fizaVlZ 
esa oSQjsDVj dh fizafVax VkbijkbVj dh rjg gksrh 
gSA ;g MkWV eSfVªDl fizaVj dh rqyuk esa vf/d 
Resolution esa fizaV djrk gSA

Msth Oghy fizaVj (Daisy Wheel Printer) esa ,d xksy pozQ gksrk 
gS tks isij dks Vp djrs gq, fizaV djrk gSA ;g Impact Printer o 
Character Printer dk mnkgj.k gSA
ykbu fizaVj (Line Printer) : bl izdkj osQ fizaVj osQ }kjk ,d 
ckj esa iwjh ,d ykbu fizaV gksrh gSA bldh xfr LPM (Line Per 
Minute) esa ekih tkrh gSA
Mªe fizaVj (Drum Printer) : ;s ,d izdkj osQ ykbu fizaVj gksrs 
gSa] ftlesa ,d csyukdkj Mªe ?kwerk jgrk gSA budk iz;ksx orZeku esa 
cgqr de fd;k tkrk gSA
pSu fizaVj (Chain Printer) : bl Printer esa rhoz xfr ls ?kqeus 
okyh psu yxh jgrh gSA blfy, bls pSu fizaVj dgk tkrk gSA

Non-Impact Printer 

	 1.	 FkeZy fizaVj (Thermal Printer)
;g Non-Impact fizaVj dk mnkgj.k gS tks Wax vkèkkfjr Ribbon 
osQ tfj, v{kj Print fd;k tkrk gSA bl 
Printer ls fd;k x;k Print T;knk nsj rd 
ugha jgrk gSA oqQN le; ckn Lor% (Automatic) 
Print feV tkrk gSA bl rjg dh Printing 
Machine dk bLrseky ATM, Bus Ticket, 
Metro Ticket, Light Bill, Shopping 
Mall Bill ;k vU; Receipt cukus osQ fy, 
gksrk gSA 

	 2.	 bad&tSV fizaVj (Ink-Jet Printer)
blesa bad ls Hkjh gqbZ Cartridge yxh gksrh gSA uksty ls bad dks 
dkxt ij isaQdk tkrk gSA

	 3.	 ystj fizaVj (Laser Printer)
^ystj fizaVj ,d ukWu&baiSDV fizaVj gksrk gS 
ftlesa dkxt dh L;kgh (Paper ink) osQ 
LFkku ij ystj che ;k Light (izdk'k) 
dk bLrseky fd;k tkrk gSA* bl fizaVj osQ 
}kjk mPp xq.koÙkk osQ v{kj vkSj fp=k fizaV 
fd, tkrs gSaA ;g ,d i`"B ij ,d o.kZ] fcanq cukus osQ fy, ystj 
jks'kuh dk mi;ksx djrk gSA ;g fizaVj dbZ iQksaV vkSj vkdkj dk leFkZu 
djrk gSA blosQ fizaV djus dh xfr o DokfyVh nksuksa gh mPp gksrh gS 
blfy, bLrseky vktdy lcls T;knk fd;k tkrk gSA

		  blesa fizaV djus osQ fy, lw[kk ikmMj (Vksuj) dk iz;ksx fd;k tkrk 
gSA

		  Laser: Light Amplification by Stimulated Emission of 
Radiation

Speed Unit of Printer
	� CPS : Character Per Second
	� LPM : Line Per Minute
	� PPM : Paper/Page Per Minute
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3- IykWVj (Plotter)

IykWVj Hkh ,d Hard Copy Output 
Device gSA ;g fMokbl Hkh fizaVj dh rjg 

gh dk;Z djrh gS ysfdu ;g cM+s lkbt esa fizaV 

djus osQ fy, gksrh gSA blls xzkiQ] MªkWbax pkVZ 

vkfn dks fizaV fd;k tkrk gSA bldk mi;ksx cM+h MªkWbax ;k iQksVks cukus 

osQ fy, fd;k tkrk gSA blesa iQksVks dks isu] ekoZQj ;k isafly dh enn 

ls dkxt ij cuk;k tkrk gSA bldk mi;ksx ekufp=k] oaQLVªD'ku Iyku 

vkfn dks cukus osQ fy, fd;k tkrk gSA IykWVj esa badtsV ;k badisu 

dk iz;ksx fd;k tkrk gSA

Plotter

Flatbed Plotter

Inkjet Plotter

Electrostatic 
Plotter

Drum Plotter

Pen Plotter

	� bldk iz;ksx CAD (Computer Aided Design), CAM 
(Computer Aided Manufacturing) tSls vuqiz;ksxksa esa fd;k 
tkrk gSA

	� Plotter ,d Hard Copy Output Device gSA
buiqV ,oa vkmViqV fMokbl (Input & Output Devices)

os fMokbl tks buiqV vkSj vkmViqV nksuksa esa iz;ksx gksrs gSa buiqV vkmViqV 
fMokbl dgykrs gSaA

	� Headset:- gsMlsV esa Lihdj vkmViqV vkSj ekbozQksiQksu buiqV dk 
dk;Z djrk gSA

	T Fax Machine:- iSQDl e'khu esa VsDLV LoSQu buiqV rFkk fizaV vkmViqV 
dk dk;Z djrk gSA
USB DriveCD's, Modem, Network Card, Touch Screen
ATM

Peripheral Devices
		 Peripheral Device ,d daI;wVj fMokbl gksrh gS tSls% Keyboard 

;k Printer ;s Devices daI;wVj dk fgLlk ugh gksrh gS- ;s daI;wVj 
dh lgk;d (Auxiliary) fMokbl gksrh gSaA

		 ifj/h; midj.k ^xSj vko';d* gkMZos;j ?kVd gSa tks vkerkSj ij 
flLVe ls ckgjh :i ls tqM+rs gSaA

		 ,d isjhiQsjy fMokbl daI;wVj osQ fy, buiqV@vkmViqV (I/O) dk;Z 

çnku djrk gS vkSj buesa Computing djus dh {kerk ugh gksrh 

gSA Computing dh {kerk uk gksus osQ ckotwn Hkh ;s Computer 
osQ lgk;d midj.k osQ :i esa dk;Z djrk gSA Peripheral 
Device dbZ I/O baVjiQsl osQ ekè;e ls daI;wVj ls tqM+rs gSa] tSls 

Communications (COM), ;wfuolZy lhfj;y cl (USB) vkSj 
lhfj;y iksVZA

CPU

CPU : (Central Processing Unit)
;s daI;wVj dk eq[; Hkkx gksrk gS D;ksafd ;s Computer ls vU; 
lHkh midj.kksa dks tksM+rk gS o lHkh midj.kksa dks fu;af=kr djrk 
gSA daI;wVj tks Hkh dke djrk gS] og C.P.U. esa gh gksrk gSA 
bls daI;wVj dk fnekx@efLr"d dgrs gSaA C.P.U. dks Processor] 
Microprocessor] Central Processing Unit, Control Unit, 
Execute Unit vU; ukeksa ls tkuk tkrk gSA ekbØks daI;wVj osQ CPU 
dks ekbØksçkslslj Hkh dgk tkrk gSA daI;wVj dk eq[; dk;Z buiqV dks 
xzg.k dj mldh çkslsflax djosQ vkmViqV çnku djuk gksrk gS ,oa MkVk 
dks xzg.k dj mldh çkslsflax djosQ bUiQkWeZs'ku çnku djuk gksrk gSA

	� igyk çkslslj & Intel 4004
	� igyk Hkkjrh; çkslslj & 'kfDr
	� CPU }kjk eseksjh esa fdlh LFkku rd igq¡pus esa yxus okyk le; & 
eseksjh ,Dlsl Vkbe

	� CPU dh xfr esxkgV~Zt (MHz) esa ekih tk ldrh gSA
	� jftLVjksa esa laxzghr MsVk ij fu"ikfnr vkWijs'ku & ekbØks vkWijs'kal 
dgykrs gSaA

	� oSQ'k (Cache) eseksjh lh-ih-;w- vkSj jSe osQ eè; fLFkr gksrh gSA
	� oSQ'k (Cache) eseksjh CPU osQ lkFk feydj dk;Z djrh gSA

CPU - Central Processing Unit

ALU - Arithmetic Logic Unit

CU - Control Unit

MU - Memory Unit

ALU : (Arithmetic Logic Unit)
ALU dk iwjk uke vfjFkeSfVd ykWftd ;wfuV (Arithmetic Logic 
Unit) vFkkZr~ xf.krh; ,oa rkfoZQd bdkbZ gksrk gSA ALU, lh-ih-;w- dk 
og egRoiw.kZ Hkkx ;k dEiksusaV gS] tgk¡ izkslsflax osQ nkSjku funsZ'kksa dk 
okLrfod fozQ;kUo;u gksrk gSA bldk iz;ksx vadxf.krh; ,oa rkfoZQd 
x.kuk djus osQ fy, fd;k tkrk gSA
ALU osQ }kjk nks rjg dh x.kuk,¡ dh tkrh gSa&

	� vadxf.krh; fozQ;k,¡ ;k vadxf.krh; x.kuk,¡ (Arithmetic 
Operation) 

	� rkfoZQd fozQ;k,¡ ;k rkfoZQd x.kuk,¡ (Logical Operation) 
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vadxf.krh; fozQ;k,¡ ;k vadxf.krh; x.kuk,¡ 
(Arithmetic Operation) 

	� vadxf.krh; vkWijs'ku osQ varxZr tksM+ (+), ?kVko (–), xq.kk (×), 
Hkkx (÷), vkrs gSaA ;s lHkh x.kuk,¡ ALU osQ vfjFkeSfVd Hkkx 
(Arithmetic Section) }kjk Perform dh tkrh gSaA

rkfoZQd fozQ;k,¡ ;k rkfoZQd x.kuk,¡

(Logical Operation)
	� rkfoZQd fozQ;kvksa osQ varxZr Logical Operation (AND, OR, 
NOT) ijiQkWeZ fd;s tkrs gSaA Logical Operation osQ varxZr 
rqyukRed x.kuk,¡ (Conditional Operation) dh tkrh gSaA ;s lHkh 
x.kuk,¡] ALU osQ ykWftd Hkkx (Logic Section) }kjk Perform 
dh tkrh gSaA

	� ykWftdy vkWijs'kUl] Number, Letters and Special 
Characters (@#$%^*) dh rqyuk djrs gSaA

	� ykWftdy vkWijs'kUl osQ varxZr fuEufyf[kr vkWijs'kUl Perform gksrs gSaA

= Equal To
< Less Than
> Greater Than
< Less Than or Equal To
> Greater Than or Equal To
< ≠ Less Than or Does Not Equal To
> ≠ Greater Than or Does Not Equal To

CU : (Control Unit)
	� CU dk iwjk uke Control Unit (oaQVªksy ;wfuV) gSA ;g CPU dk 
,d egRoiw.kZ fgLlk gS tks oaQI;wVj esa gksus okyh lHkh izfozQ;kvksa dks 
fu;af=kr (Control) djrk gSA

	� nwljs 'kCnksa esa dgsa] ̂ ^oaQVªksy ;wfuV lhih;w dk ,d fgLlk gS tks oaQI;wVj 
ls tqM+h gqbZ lHkh fMokblksa vkSj muosQ dk;ks± dks fu;af=kr (Control) 
djrk gSA**

	� oaQVªksy ;wfuV dk eq[; dk;Z oaQI;wVj osQ lHkh Parts dks fu;af=kr 
(Control) djuk gksrk gSA blosQ vykok ;g oaQI;wVj esa gks jgh 
izfozQ;kvksa dks Execute vkSj Control djus esa enn djrk gSA

	� Control Unit eq[; eseksjh vkSj buiqV@vkmViqV fMokbl osQ lkFk 
dE;qfuosQ'ku djrk gS vkSj blosQ vykok ;g Input/Output 
Device (buiqV@vkmViqV fMokbl) esa MsVk dks VªkaliQj djrk gSA

oaQVªksy ;wfuV osQ dk;Z (Functions of Control Unit) 
	� oaQVªksy ;wfuV dk dk;Z lhih;w vkSj vU; fMokbl osQ chp MsVk osQ izokg 
(Flow) dks fu;af=kr djuk gSA

	� ;g oaQI;wVj osQ lHkh vkWijs'ku dks oaQVªksy djrk gSA
	� ;g ALU, MsVk ciQlZ vkSj jftLVj dks fu;af=kr djrk gSA
	� ;g oaQI;wVj ls tqM+h gqbZ lHkh fMokblksa dks oaQVªksy djrk gSA
	� Control Unit dks oaQI;wVj dk raf=kdk osQUnz ;k raf=kdk iz.kkyh 
(Nervous System) Hkh dgk tkrk gSA

eseksjh ;wfuV (Memory Unit - MU) 
	� Memory Unit oaQI;wVj dk ,d fgLlk gS ftldk bLrseky MsVk] 
funsZ'k (Instruction), vkSj lwpuk (Information) dks LVksj djus 
osQ fy, fd;k tkrk gSA

	� nwljs 'kCnksa esa dgsa rks ^^eseksjh ;wfuV oaQI;wVj dk ,d  
egÙoiw.kZ fgLlk gS ftldk mi;ksx eseksjh dh {kerk dks ekius osQ fy, 
fd;k tkrk gSA**

	� eseksjh ;wfuV esa ml MsVk] lwpuk vkSj funsZ'k dks LVksj fd;k tkrk gS 
ftudk bLrseky CPU vius dk;ks± dks izkslsl djrs le; djrk gSA

	� eseksjh ;wfuV dks fizafliy eseksjh] izkbejh eseksjh vkSj baVjuy eseksjh osQ 
uke ls Hkh tkuk tkrk gSA

	� eseksjh ;wfuV dk eq[; dk;Z oaQI;wVj osQ MsVk dks Collect (,df=kr) 
djosQ mUgsa ekiuk gksrk gSA

	� oaQI;wVj esa nks izdkj dh eseksjh gksrh gS izkbejh eseksjh vkSj lsosaQMjh 
eseksjhA

 cl (BUS):
izR;sd buiqV&vkmViqV midj.kksa dks oaQI;wVj osQ lhih;w ls 
tksM+us gsrq lekukarj rkjsa gksrh gSa tks MsVk dks nks fn'kkvksa 
esa izsf"kr djrh gSaA ;g lhih;w ls midj.kksa osQ fy;s ,oa 
midj.kksa ls lhih;w gsrq rkjsa izsf"kr djrk gSA

jftLVj (Register)
		 jftLVj ,d izdkj dh NksVh eseksjh gksrh gS tks lhih;w osQ vUnj gksrh 

gS vkSj djsaV vkWijs'ku dks LVksj djrh gS jftLVj dh {kerk cgqr de 
gksrh gS osQoy oqQN Bytes ;k Kilo Bytes.

jftLVj osQ izdkj (Type of Register)
	 1.	eseksjh ciQj jftLVj Memory Buffer Register (MBR):

	� eseksjh ciQj jftLVj ;k eseksjh MsVk jftLVj oaQI;wVj osQ CPU esa 
jftLVj gS tks rRdky ,Dlsl LVksjst ls VªkaliQj fd, tk jgs MsVk dks 
LVksj djrk gSA

	� blesa eeksjh ,Mªsl jftLVj }kjk fufnZ"V eseksjh yksosQ'ku esa eku dh 
,d dkWih gksrh gSA

	 2.	izksxzke dkmaVj Program Counter (PC):
	� izksxzke dkmaVj (PC) ,d jftLVj gS tks oaQI;wVj osQ lsaVªy izkslsflax 
;wfuV esa ik;k tkrk gSA

	� ;g jftLVj orZeku funsZ'k osQ irs dks laxzfgr djrk gS ftls CPU 
fu"ikfnr djus okyk gSA

	 3.	 eseksjh ,Mªsl jftLVj Memory Address Register (MAR) 
	� ;g jftLVj eseksjh ,Mªsl dks laxzghr djrk gSA
	� ;g eseksjh daVªksyj esa gksrk gSA
	� bldk dke gS eseksjh esa MsVk dks i<+us ;k fy•us osQ fy, ,Mªsl çnku 
djukA

	� ;g jftLVj eseksjh ,Mªsflax esa enn djrk gSA
	� ;g jftLVj 16 ;k 32 fcV~l dk gks ldrk gSA

	 4.	 eseksjh MkVk jftLVj Memory Data Register (MDR) :
	� ;g jftLVj eseksjh ls MsVk dks laxzghr djrk gSA
	� bldk dke gS eseksjh ls MsVk dks i<+uk vkSj fy•ukA
	� ;g jftLVj eseksjh VªkaliQj vkWijs'kUl esa enn djrk gSA
	� ;g jftLVj eseksjh daVªksyj esa gksrk gSA

	 5.	 Current Instruction Register (CIR) :
	� ;g jftLVj orZeku funZs'k dks laxzghr djrk gSA
	� bldk dke gS orZeku funZs'k dks çkslsl djukA
	� ;g funZs'k dks MhdksM djrk gS vkSj mlosQ vuqlkj vkWijs'ku djrk gSA
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	 6.	baLVªD'ku ciQj jftLVj Instruction Buffer Register (IBR)
	 7.	 tujy iiZt jftLVj General Purpose Register (GPR)
	 8.	 baMsDl jftLVj Index Ragister (IR)
	 9.	 LVSd ikWbaVj jftLVj Stack Pointer Ragister (SPR)
	10.	 csl jftLVj Base Ragister (BR)
	11.	 fyad jftLVj Link Ragister (LR)
	12.	 ÝySx jftLVj Flag Ragister (FR)
	13.	LVsV~l jftLVj Status Ragister (SR)
	14.	 ,D;qeysVj jftLVj Accumulator Register
	15.	izksxzke dkmaVj jftLVj Program Counter Register

Memory
oaQI;wVj eseksjh esa lwpuk,¡ rFkk dk;ZozQe laxzfgr (Storage) fd, tkrs gSaA 
oaQI;wVj eseksjh oaQI;wVj dk vR;ar egRoiw.kZ fgLlk gSA os lHkh lwpuk,¡ tks 
buiqV osQ fy, vko';d gksrh gSa ,oa vko';d funsZ'kksa osQ ckn izkIr eè;orhZ 
,oa vafre ifj.kke vkmViqV ;wfuV esa tkus ls iwoZ eseksjh esa laxzfgr gksrs gSaA 
eseksjh lhih;w ls tqM+h jgrh gSA eseksjh vusd lsYl (Cells) ls feydj cuh 
gksrh gSA izR;sd lsy esa ,d fcV nks ekuksa esa ls ,d (0 ;k 1) LVksj djus 
dh {kerk gksrh gSA fcV (bit) fMftVy lwpuk dh lcls NksVh bdkbZ gSA

eseksjh dh bdkb;k¡ (Units of Memory)
	( b = bit, B = Byte
	( 1 bit = 0, 1
	( 1 Nibble = 4 bit
	( 1 Byte = 8 bit
	( 1 Byte = 2 Nibble
	( 1 KB (fdyksckbV) = 1024 Byte / 210 B
	( 1 MB (esxkckbV) = 1024 KB / 220 B / 1 Million Byte
	( 1 GB (xhxkckbV) = 1024 MB / 230 B / 1 Billion Byte
	( 1 TB (VsjkckbV) = 1024 GB / 240 B / 1 Trillion Byte
	( 1 PB (isVkckbV) = 1024 TB / 250 B
	( 1 EB (,DlkckbV) = 1024 PB / 260 B
	( 1 ZB (tsVkckbV) = 1024 EB / 270 B
	( 1 YB (;ksVkckbV) = 1024 ZB / 280 B
	( 1 BB czksaVksckbV = 1024 YB / 290 B
	( 1 GPB thvksickbV = 1024 czksaVkckbV / 2100 B

Note : fcV (bit) lcls NksVh eseksjh bdkbZ gSA thvksickbV (Geopbyte) 
lcls cM+h eseksjh bdkbZ gSA

The Hierarchy of Data

Bit : oaQI;wVj dh lcls NksVh bdkbZ fcV gS ftls oaQI;wVj le> ldrk 
gSA
Character : 1 Byte or 8 bit
Field : lacaf/r o.kks± dk laxzg (A Collection of Related 
Characters)
fjdkWMZ (Records): lacaf/r iQhYM dk laxzg (A Collection of 
Related Fields)
Data Files (Tables) : lacaf/r fjdkWMZ dk ,d laxzg (A 
Collection of Related Records)
Database : lacaf/r iQkbyksa dk laxzg (A Collection of Related 
Files.)
LSB (Least Significant Bit): LSB ,d ckbujh la[;k osQ 
lcls nkfgus rjiQ dk fcV gksrk gS tksfd ckbujh la[;k osQ ewY; dks 
fu/kZfjr djus esa lcls de egRoiw.kZ Hkwfedk fuHkkrk gSA
tSls& 11010111      LSB
MSB (Most Significant Bit): ;s ckbujh la[;k iz.kkyh esa 
lcls ck;sa rjiQ dk fcV gksrk gS tksfd ckbujh la[;k osQ ewY; dks 
fuèkkZfjr djus esa lcls vf/d egRoiw.kZ Hkwfedk fuHkkrk gSA
tSls& MSB      11010111

eseksjh nks izdkj dh gksrh gS&
1- izkFkfed eseksjh (Primary Memory)
2- f}rh;d eseksjh (Secondary Memory)

1- izkFkfed eseksjh (Primary Memory)
;g oaQI;wVj osQ lhih;w (CPU) dk ,d vko';d Hkkx gSA bls 
lsehoaQMDVj eseksjh] vkarfjd eseksjh (Internal Memory) Hkh dgrs 
gSaA oaQI;wVj dh {kerk dks vk¡dus esa bl vkarfjd eseksjh dh laxzg.k 
{kerk dk cgqr egRo gksrk gSA bl eseksjh ls fdlh Hkh lwpuk dks fdlh 
LFkku ls izkIr fd;k tk ldrk gSa izkFkfed eseksjh dks esu eseksjh Hkh 
dgk tkrk gSA oaQI;wVj dh esu eseksjh esa lHkh izksxzke MkVk osQ lkFk 
laxzfgr jgrs gSaA
;g eseksjh eq[;r% nks rjg dh gksrh gS&

jSaMe ,Dlsl eseksjh (RAM-'Random Access Memory')
	� ;fn lwpuk dks fdlh Hkh irs ij Hk.Mkfjr fd;k tk ldrk gks rFkk 
fdlh Hkh irs ls lh/k i<+k tk ldrk gks] rks bls RAM dgrs gSaA ;g 
oaQI;wVj dk iz;ksx djrs le; lcls vf/d dke esa ykbZ tkus okyh 
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eseksjh gksrh gSA oaQI;wVj osQ can fd;s tkus ij bl eseksjh esa laxzfgr 
lwpuk,¡ vius vki u"V gks tkrh gSaA vr% bl eseksjh dks vLFkk;h eseksjh 
(Temporary Memory) dgk tkrk gSA oaQI;wVj esa buiqV dh tkus 
okyh lwpuk loZizFke blh eseksjh esa laxzghr gksrh gSA bls nks Hkkxksa esa 
ck¡Vk tkrk gSA (i) SRAM (ii) DRAM

(a) LVsfVd jSe (Static RAM)
SRAM - Static Random Access Memory

	� ;g rhoz xfr ls dk;Z djus okyh ,oa [kphZyh gksrh gSA bldk ?kuRo 
vis{kko`Qr de gksrk gSA 

	� blesa fjÚs'k@ON gksus rd MkVk cuk jgrk gSA
	� egaxh] rst xfr rFkk fo|qr •ir de gksrh gSA 

	T Use In : ATC System / Share Market
	T bls ckj&ckj Refresh djus dh vko';drk ugha gksrh gSA

(b) Mk;usfed jSe (Dynamic RAM)
DRAM - Dynamic Random Access Memory

	� blesa MkVk dks cuk;s j•us osQ fy;s ckj&ckj fjizsQ'k djuk iM+rk gSA
	� Refreshing/ Cheaper/ Slower / fo|qr •ir deA
	� orZeku le; esa lcls T;knk ç;ksx dh tkus okyhA
	� Used In : PC/ Laptop / Tablet, Smartphone etc. 
	� SDR (Single Data Rate)
	� DDR (Double Data Rate)
	� SDRAM (Synchronous Dynamic Random Access 
Memory) 

jhM vkWuyh eseksjh (ROM - Read Only Memory)
	� ;g ,d Non-volatile eseksjh gSA 
ykbV tkus ij ;k lIykbZ can gksus ij 
blesa ekStwn MkVk u"V ugha gksrk gSA bl 
eseksjh esa lwpuk,¡ LFkk;h :i ls laxzfgr 
(Storage) gksrh gSaA

	� oaQI;wVj fuekZ.k osQ le; gh blesa 
lwpuk,¡ laxzfgr dj nh tkrh gSa] ftUgsa 
mi;ksxdrkZ fliZQ i<+ ldrk gS] ifjorZu ugha dj ldrk gSA blesa 
,slh lwpuk,¡ laxzfgr gSa tks oaQI;wVj osQ ifjpkyu osQ fy, t:jh gSaA ;s 
eseksjh bysDVªkWfud lfoZQV~l osQ :i esa gksrh gSaA oaQI;wVj ifjpkyu osQ 
fy, fo'ks"k izksxzke ftUgsa ekbozQksizksxzke dgrs gSa] blesa laxzfgr gksrs gSaA

(i) PROM (Programmable Read Only Memory)
	� orZeku esa ,sls jkse fpi miyC/ gSa ftu ij iz;ksxdrkZ vko';d fo'ks"k 
izksxzke vafdr dj ldrk gSA bls PROM dgrs gSaA ,d ckj izksxzke 
vafdr djus ij og LFkk;h izo`Qfr dk (ROM) cu tkrk gS ,oa mlesa 
ifjorZu ugha fd;k tk ldrkA

(ii) �EPROM (Erasable Programmable Read Only 
Memory)
	� PROM esa laxzfgr lwpuk ifjofrZr ugha dh tk ldrh gSA vr% 
mi;ksxdrkZ viuh bPNk ls izksxzke esa ifjorZu ugha dj ldrkA blh 
deh dks nwj djus osQ fy, orZeku esa EPROM ftu ij laxzfgr 
lwpuk dks UV Radiation }kjk gVk;k tk ldrk gSA blls eseksjh 
LFkku fjDr gks tkrk gS] ftl ij mi;ksxdrkZ viuh bPNk osQ vuqlkj 

iqu% izksxzke vafdr dj ldrk gSA iqu% ;s lwpuk,¡ LFkk;h izo`Qfr dh 
cu tkrh gSA 'kks/ ,oa vuqlaèkku dk;ks± esa bl rjg dh eseksjh dk 
vR;f/d mi;ksx gksrk gSA

(iii) �EEPROM (Electrically Erasable Pro grammable 
Read Only Memory)
bl izksxzke osQ rgr fuekZrkvksa }kjk fpIl LekVZj dk fuekZ.k fd;k 
tk jgk gSA dbZ fMokblsl osQ }kjk vc EEPROM bysfDVªdyh 
bjstscy PROM Hkh dk;Z dj jgs gSa] blesa ekStwn MkVk dks bysfDVd 
osQ ekè;e ls gVk;k tk ldrk gSA ftudks oqQN gh oksYVst }kjk 
Reprogrammed fd;k tkrk gSA bl rjg osQ ekbozQks oaQVªksylZ dk 
mi;ksx e'khu VwYl osQ yacs le; rd dk;Z djus esa gksrk gSA tSls& 
USB, Flash Memory, Digital Camera

2- f}rh;d eseksjh (Secondary Memory)
	� izkFkfed eseksjh osQ vfrfjDr oaQI;wVj esa ,d vkSj izdkj dh eseksjh dke 
esa ykbZ tkrh gS ftls f}rh;d vFkok lgk;d eseksjh (Auxiliary 
Memory) dgrs gSaA bl eseksjh esa MkVk vR;f/d ek=kk esa nh?kkZof/ 
rd laxzfgr fd;k tk ldrk gSA izkFkfed eseksjh dh lajpuk lsehoaQMDVj 
(Semiconductor) ij vk/kfjr gksrh gS tks fd vR;f/d ykxr 
okys gksrs gSaA ;|fi lsehoaQMDVj vkèkkfjr izkFkfed eseksjh (Primary 
Memory) vR;f/d rhoz xfr ls dk;Z djrh gS ij vR;f/d ykxr 
osQ dkj.k bldk mi;ksx ,d lhek rd gh fd;k tk ldrk gSA eg¡xh 
gksus osQ dkj.k izkFkfed eseksjh dh izfr fcV (Bit) laxzg.k ykxr T;knk 
gksrh gSA f}rh;d eseksjh de ykxr esa vR;f/d lwpukvksa dk laxzg.k 
rFkk laj{k.k dj ldrh gSA

	� f}rh;d eseksjh xfr esa vis{kko`Qr /heh gksrh gS] ijUrq Hk.Mkj.k {kerk 
dkiQh T;knk gksus ls orZeku esa oaQI;wVj mi;ksx esa bldh mi;ksfxrk 
c<+ xbZ gSA eSXusfVd Vsi] eSXusfVd fMLd] ÝykWih fMLd] lhMh] vkfn 
izeq[k f}rh;d eseksjh midj.k gSaA

	� f}rh;d eseksjh dks cká eseksjh (External Memory), lgk;d 
eseksjh (Auxiliary Memory) o xSj&ok"i'khy eseksjh (Non-
Volatile Memory) Hkh dgrs gSaA

	� f}rh;d eseksjh dks nks izdkj ls foHkkftr fd;k tkrk gSA
Classification of Secondary Storage Devices

Secondary Storage Devices

Sequential Access Devices Direct Access Devices

Magnetic
Disks

Memory Storage
Devices

Optical Disc

Magnetic
Tape

Floppy 
Disk

Hard
Disks

CD ROM WORM
(CD-R)

CD-RW DVD Flash 
Drive

Memory 
Card

Zip Disk Disk Pack Winchester Disk

f}rh;d eseksjh midj.k
eSXusfVd laxzg.k midj.k

	� oaQI;wVj dh izkFkfed eseksjh dh lhfer laxzg.k (Limited storage) 
'kfDr gksrh gS ,oa ifj.kker% bldk Hkfo"; ;k ckn osQ mi;ksx gsrq 
vk¡dM+ksa dks laxzfgr djus esa iz;ksx ugha fd;k tk ldrkA blfy, 
lsosQ.Mjh eseksjh tks fd oaQI;wVj ls ckgj gksrh gS] dk mi;ksx bu 
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mn~ns';ksa dks gy djus esa fd;k tkrk gSA blfy, lsosQ.Mjh eseksjh 
vis{kko`Qr lLrh gksrh gS rFkk vlhfer LVksjst 'kfDr gksrh gS ,oa 
vk¡dM+ksa dks yacs le; rd osQ mi;ksx gsrq laxzg djus esa leFkZ gksrh gSA 
lsosQ.Mjh eseksjh esa lHkh eSXusfVd ;a=k tSls fd eSXusfVd Vsi] eSXusfVd  
fMLd] ÝykWih gkMZ fMLd] foupsLVj fMLd] eSXusfVd Mªe] eSXusfVd 
ccy eseksjh] iaPM isij Vsi vkfnA

1- eSXusfVd fMLd
	� eSXusfVd fMLd nks izdkj dh gksrh gSaA

(i) ÝykWih fMLd FDD-(Floppy Disk Drive)
	� ÝykWih fMLd dk nwljk uke ÝykWiht fMLosQVht gS ;s rhu izdkj osQ 
gksrs gSa&
1. 8 bap & 80 KB ls 120 KB
2. 5.25 bap & 360 KB ls 1.2 MB
3. 3.5 bap & 730 KB ls 1.44 MB

(ii) gkMZ fMLd HDD-(Hard Disk Drive)
;g oaQI;wVj esa Data Storage gkMZos;j 
fMokbl gksrk gSA gkMZ fMLd Mªkbo oaQI;wVj esa 
lcls cM+h LVksjst fMokbl gksrh gSA ;g Non 
Volatile Memory gksrh gS] ftlesa Data dks 
Permanent laxzg.k fd;k tkrk gSA bls oaQI;wVj 
dh Secondary Memory dgk tkrk gSA

	� bls Fixed Disk Hkh dgk tkrk gSA
	� lcls T;knk LVksjst {kerk % 256 Gb, 512 Gb, 1024 Gb 1 TB, 
16 TB

	� Hard Disk osQ vanj ,d fMLd ?kwerh gSA blosQ ?kweus dh LihM dks 
ge RPM - Revolutions Per Minute esa ukirs gSaA

	� T;knkrj gkMZ fMLd : 5400 RPM - 7200 RPM 

Ribbon Cable

Main PCB

Actuator Arm

Spindle

Platter

Actuator
Actuator Axis

Read/write Head

bldks tksM+us osQ fy,
ATA - Advanced Technology Attachment
SATA - Serial Advance Technology Attachment
PATA - Parallel Advance Technology Attachment
SCSI - Small Computer System Interface
fti Mªkbo (Zip Drive)

	� fti Mªkbo eè;e {kerk dk gVk;k tk ldus okyk fMLd laxzg.k ;a=k 
gS] ftls vkbZ vk;ksesxk }kjk is'k fd;k x;kA ewy :i ls] blesa 100 
MB dh {kerk gksrh Fkh] ysfdu ckn esa :ikarj.kksa esa ;g {kerk c<+kdj 
igys 250 MB fiQj 750 MB dj nh xbZA

lkWfyM LVsV Mªkbo (SSD-Solid State Drive)
	� SSD ,d izdkj dh fMftVy MsVk LVksjst fMokbl gS tks lseh oaQMDVj 
eseksjh esa MsVk dks LVksj djrh gS ;g fMokbl oaQI;wVj esa MsVk dks rsth 
ls vkSj lqjf{kr :i ls LVksj djus osQ fy, mi;ksx dh tkrh gSA bldk 
,sDlsl le; 25&100 ekbozQks lsosQ.M esa gksrk gSA SSD, Harddisk 
dh rqyuk esa vf/d rst] vf/d LVksjt ,oa vf/d egaxh gksrh gSA
SSD osQ izdkj&

1. SATA SSD		  2. PCle SSD
3. NVMe SSD		  4. M.2 SSD
5. U.2 SSD		  6. mSATA SSD

2- eSXusfVd Vsi (Magnetic Tape)
	� eSXusfVd Vsi ;k pqacdh; Vsi oaQI;wVj esa ,d 
lsosQ.Mjh LVksjst fMokbl gksrh gS ftldk mi;ksx 
Data dks Store djus osQ fy, fd;k tkrk gSA 
eSXusfVd Vsi dh x.kuk MsVk LVksj djus dh lcls 
iqjkuh rduhdksa esa dh tkrh gSA

	� eSXusfVd Vsi esa MsVk dks ozQekuqlkj Access fd;k tk ldrk gSA bl 
MsVk dks Randomly vkSj Directly Access ugha fd;k tk ldrk 
gSA

	� eSXusfVd Vsi ,d Non-Volatile Memory gksrh gSA
	� eSXusfVd Vsi dh LVksjst {kerk 10 MB ls ysdj 15 TB rd gks 
ldrh gSA

	� eSXusfVd Vsi ,d lLrh eseksjh gksrh gSA
	� iqjkus le; esa vkWfM;ks oSQlsV ;g ,d ozQfed (Sequentially 
Access Device) ekè;e gSA

3- izdkf'kd eseksjh (Optical Memory)
	� izdkf'kd eseksjh (vkWfIVdy eseksjh) oSdfYid ekl LVksjst fMokbl gS 
ftldh {kerk cgqr T;knk fo'kky gksrh gSA dkWEisDV fMLd fMftVy 
vkWfM;ks flLVe] tks fd ukWu&bjstscy vkWfIVdy fMLd gS] dh [kkst 
us de ykxr dh LVksjst rduhdh osQ fodkl dks laHko cuk;k gSA 
vkWfIVdy LVksjst fMokbl esa lwpuk;sa ystj fdj.kksa osQ mi;ksx ls 
vafdr dh tkrh gSaA ;s eseksjh cgqr vf/d ek=kk esa vkadM+ksa dks laxzfgr 
dj ldrh gSaA

vkWfIVdy laxzg.k midj.k (Optical Storage Device)
vkWfIVdy fMLd (Optical Disc)

	� vkWfIVdy fMLd ,d piVk] o`Ùkkdkj izk;% ikWyhdkcksZusV fMLd gksrk 
gS] ftl ij MkVk ,d piVh lrg osQ Hkhrj fiV~l osQ :i esa laxzghr 
(Storage) fd;k tkrk gS ,oa ;g izk;% ,d ,dy oqaQMyhuqek lk¡ps 
osQ lekukUrj gksrk gS tks fMLd osQ laiw.kZ fjdkWMZ fd;s gq, lrg ij 
iSQyk gksrk gSA ;g MkVk izk;% rc ,Dlsl gksrk gS] tc fMLd ij fLFkr 
fo'ks"k nzO; (izk;% ,Y;wehfu;e) dks ystj Mk;ksM ls iznhIr fd;k tkrk 
gSA fiV~l ijkofrZr ystj izdk'k dks foo`Qr djrh gSA

dkWEiSDV fMLd CD (Compact Disc)
	� dkWEiSDV fMLd vFkok CD ,d vkWfIVdy fMLd gS 
tks fMftVy MkVk dks laxzg djus esa iz;qDr gksrh gS 
,oa ewy:i ls bldk fodkl fMftVy vkWfM;ks dks 
laxzg djus gsrq fd;k x;k FkkA ,d vkWfM;ks CD esa 
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,d ;k vf/d LVhfj;ks VªSd gksrs gSa ,oa ;g 44.1 KHz osQ lSEifyax 
nj ls 16&fcV PCM dk iz;ksx djrs gq, laxzg djrk gSA ekud 
CD dk O;kl 120 mm (12 cm) gksrk gS ,oa ;g yxHkx 80 feuV 
osQ vkWfM;ks dks j[k ldrk gSA 80 mm okys fMLd Hkh gksrs gSaA tks 
dHkh&dHkh ,dy CD gsrq iz;qDr gksrs gSa ,oa tks yxHkx 20 feuV 
dh vkWfM;ks dks j[k ldrs gSaA

	� Size : 700 Mb
	� 1.6 mm (Micrometer) Line Space
	� Diameter = 120 mm (12 cm)
	� 1.2 mm Thickness 

(i) CD-R (Compact Disc-Recordable)
(ii) CD-RW (Compact Disc-Rewritable)
(iii) CD-ROM (Compact Disc Read Only Memory)
(iv) DVD (Digital Versatile Disc)
(v) DVD-ROM (Digital Versatile Disc Read Only Memory)

opqZvy eseksjh (Virtual Memory)
opqZvy eseksjh esu eseksjh dh oSQisflVh (Capacity) dks buØht 
(Increase) djrh gS] opqZvy eseksjh gkMZos;j o lkWÝVos;j dh lgk;rk 
ls dke djrh gS tc RAM ij vf/d yksM gksrk gS rc vkWijsfVax 
flLVe opqZvy eseksjh dk ç;ksx djrk gSA ;g Supporting eseksjh 
osQ :i esa dk;Z djrh gSA bls vkHkklh eseksjh Hkh dgrs gSa D;ksafd ;g 
vkHkklh eseksjh çnku djrk gS] fiQftdy eseksjh dks d.Vªksy djrk gS] 
flLVe oSQ'k dks eSust djrk gS] fj;y eseksjh dh rjg dke djrk gSA

	� opqZvy eseksjh oaQI;wVj esa gkMZos;j dh rjg miyC/ ugha gksrh gSA
	� opqZvy eseksjh oaQI;wVj flLVe osQ gkMZ fMLd esa j[kh x;h ,d 
vkjf{kr txg gksrh gSA

	� opqZvy eseksjh dk Lisl Lor% gh jSe osQ Lisl osQ cjkcj gksrk gSA
	� opqZvy eseksjh dks Extended RAM Hkh dgrs gSaA
	� opqZvy eseksjh dks RAM dh rqyuk esa rhu xquk c<+k;k tk ldrk gSA

oSQ'k eseksjh (Cache Memory)
oSQ'k eseksjh lh-ih-;w- vkSj jSe (Primary 
Memory) osQ eè; fLFkr gksrh gSA ;g ,d 
fo'ks"k çdkj dh rhoz çkbejh eseksjh gSA ckj&ckj 
mi;ksx esa vkus okys MkVk dks oSQ'k eseksjh esa j•k 
tkrk gSA daI;wVj çkslslj dks lkekU;r% jSe ls MkVk 
i<us esa yxHkx 180 uSuks lsdaM dk le; yxrk gS] bl le; dks eseksjh 
,Dlsl Vkbe Hkh dgrs gSaA

eseksjh ,Dlsl Vkbe ftruk de gksrk gS] daI;wVj dh xfr mruh gh 
vf/d gksrh gSA ysfdu tc ;gh MkVk oSQ'k eseksjh ls çkIr fd;k tkrk 
gS rks osQoy 45 uSuks lsdaM dk le; yxrk gSA CPU Directly 
Data Cache ls ysrk gS] daI;wVj (CPU osQ fy,) dh lcls rst 
eseksjh jftLVlZ@oSQ'k gSA

Memory Access Time
fdlh eseksjh dk CPU rd MkVk miyC/ djkus esa yxk le; ,Dlsl 
Vkbe dgk tkrk gS] jftLVlZ@ oSQ'ks eseksjh dk ,Dlsl Vkbe lcls de 
gksrk gSA
uksV % daI;wVj dh lcls rst eseksjh (lcls de ,Dlsl le; okyh 
eseksjh) jftLVlZ eseksjh gS ;fn ;g vkWI'ku esa uk gks rc oSQ'ks eseksjh 
lgh mÙkj gksxk vkSj ;fn nksuksa vkWI'ku esa gS rks jftLVlZ eseksjh gh lgh 
mÙkj gksxkA

BIOS - Basic Input Output System

	� ;g daI;wVj dk igyk izksxzke gS tks lcls igys pysxkA
	� ;g psd djrk gS fd lHkh ikVZ~l py jgs gSa fd ughaA (dh&cksMZ dh 
ykbV tyrh gS on djus ij)

	� daI;wVj dks cwV vFkok 'kq: djus gsrqA
	� BIOS dks gh POST uke ls tkurs gSaA
	� 	 	POST - Power on self test

CMOS BATTERY
CMOS - Complementary Metal Oxide Semi-Conductor

	� CMOS dk eq[; dk;Z daI;wVj dh ?kM+h dks pykuk gSA
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1.	 -------------- mi;ksfxrk dh lwph çnf'kZr djrk gS tks daI;wVj flLVe 
dks dkWfUiQxj djrk gS rFkk lkWÝVos;j vkSj gkMZos;j LFkkfir djrk 
gSA

	 (a)	 dk;Ziêðh	 (b)	lgk;rk vkSj leFkZu 

	 (c)	 ju	 (d)	fu;a=k.k d{k 

2.	 ftl funsZ'k dks rqjar fozQ;kfUor ugh fd;k tkuk gS mls blesa j[kk 
x;k gS-------------A

	 (a)	 Current Instruction Register (CIR)
	 (b)	 Instruction Buffer Register (IBR)
	 (c)	 Program Counter (PC)
	 (d)	 Memory Address Register (MAR)

3.	 ----------- CPU dk lcls iqjkuk çdkj gSA

	 (a)	 DokM dksj	 (b)	 fVªiy dksj

	 (c)	 Mqvy dksj	 (d)	flaxy dksj

4.	 CPU osQ lkFk lh/s lapkj djus okyh eseksjh bdkbZ dks ---------- 
dgk tkrk gSA

	 (a)	 cSdvi	 (b)	lgk;d
	 (c)	 eq[;	 (d)	isuMªkbo

5.	 fuEufyf•r esa ls fdl fMokbl dks fotqvy fMLIys ;wfuV (VDU) 
osQ :i esa Hkh tkuk tkrk gS\

	 (a)	 fp=kkaoh{kd	 (b)	VªSd ckWy
	 (c)	 eqæd	 (d)	ekWfuVj

6.	 ----------- rkjksa dk ,d lsV gS] tks lekukarj esa fcV~l osQ ,d lewg 
dks ogu djrk gS vkSj ,d lac¼ fu;a=k.k ;kstuk gSA ;g ,d 
daI;wVj flLVe osQ nks ;k nks ls vf/d midj.kksa osQ chp lapkj 
iFk çnku djrk gSA

	 (a)	 jftLVj (Register)	 (b)	oSQ'k (Cache)
	 (c)	 cl (Buses)	 (d)	daVªksy ;wfuV (Control Unit)

7.	 fuEufyf•r esa ls fdl iksVZ dks ekml iksVZ Hkh dgk tkrk gS\
	 (a)	 PS/2
	 (b)	 gkbZ MsfiQfu'ku ehfM;k baVjiQsl
	 (c)	 ohfM;ks xzkfiQd ,sjs
	 (d)	 iQk;jok;j

8.	 buiqV fMokbl osQ fy, fuEufyf[kr esa ls dkSu&lk dFku xyr gSA
	 (a)	 buiqV fMokbl mi;ksxdrkZ MsVk Lohdkj djrs gSA

	 (b)	 vkfIVdy ekoZQ jhMj ,d buiqV fMokbl gSA

	 (c)	 buiqV fMokbl dks isfjisQjy fMokbl Hkh dgk tkrk gSA

	 (d)	 buiqV fMokbl daI;wVj dks MkVk izkIr djus esa enn djrk gSA

9.	 --------------- eseksjh dk mi;ksx dHkh&dHkh CPU dks rhoz xfr ls 
orZeku izksxzke vkSj MsVk miyC/ djkdj izlaLdj.k dh xfr dks 
c<+kus osQ fy, fd;k tkrk gSA

	 (a)	 eq[;	 (b)	cSdvi

	 (c)	 lgk;d	 (d)	oSQ'k

10.	dkWye dk feyku dhft,A

Abbreviation Full Forms
a) lhih;w (CPU) i) �fizaVsM lfoZQM cksMZ (Printed Circuit 

Board)
b) �ihvkjvks,e 

(PROM)
ii) �lsaVªy izkslsflax ;wfuV (Central 

Processing Unit)
c) �Mhvkj,e 

(DRAM)
iii) �izksxzkescy jhM vksuyh eseksjh 

(Programable Read Only 
Memory)

d) ihlhch (PCB) iv) �Mk;ukfed jSaMe ,Dlsl eseksjh 
(Dynamic Random Access 
Memory)

	 (a)	 a-iv, b-iii, c-i, d-ii
	 (b)	 a-ii, b-iii, c-iv, d-i
	 (c)	 a-ii, b-iv, c-iii, d-i
	 (d)	 a-iii, b-ii, c-iv, d-i

11.	 fuEufyf[kr esa ls fdls ÝyS'k Mªkbo osQ :i esa Hkh tkuk tkrk gSA
	 (a)	 Disk Array	 (b)	 Pen Drive 
	 (c)	  SSD	 (d)	 HDD 

12.	daI;wVj eseksjh esa ----------- cl dh pkSM+kbZ ,d flLVe }kjk lefFkZr 
vf/dre laHko eseksjh fufnZ"V djrh gSA

	 (a)	 I/O	 (b)	 Address 
	 (c)	 Data	 (d)	 Control

13.	daI;wVj eseksjh esa] lhih;w (CPU) rFkk eq[; eseksjh (Main Memory) 
osQ chp ,Mªsl (Addresses) dks LFkkukarfjr (Transfer) djus osQ 
fy, ---------- cl (Bus) dk mi;ksx fd;k tkrk gSA

	 (a)	 ,Mªsl (Address)	 (b)	daVªksy (Control) 
	 (c)	 LVsVl (Status)	 (d)	MsVk (Data)

14.	lsaVªy çkslsflax ;wfuV (CPU) esa vadxf.kr rdZ bdkbZ (ALU) dk 
mís'; D;k gS\

	 (a)	;g lhih;w ia•s dh xfr dks fu;af=kr djrk gSA
	 (b)	;g lhih;w dks ifj/h; midj.kksa ls tksM+rk gSA
	 (c)	;g lhih;w vkSj eseksjh osQ chp MsVk çokg dks çcaf/r djrk gSA
	 (d)	 ;g x.kuk vkSj rkfdZd rqyuk djosQ çksxzke funZs'kksa dks fu"ikfnr 

djrk gSA
15.	oaQI;wVj osQ lsaVªy izkslsflax ;wfuV (CPU) osQ lanHkZ esa fuEufyf[kr 

esa ls vyx dks pqfu,A

	 (a)	 ALU vkSj oaQVªksy ;wfuV nksuksa
	 (b)	 ALU (vfjFkeSfVd ykWftd ;wfuV)
	 (c)	 vkmViqV ;wfuV
	 (d)	 oaQVªksy ;wfuV

16.	 fuEufyf•r esa ls dkSu lk lsaVªy çkslsflax ;wfuV (CPU) osQ ckjs 
esa xyr gS\

	 (a)	 daVªksy ;wfuV ml Øe dks fu;af=kr djrh gS ftlesa funZs'k Mkyrs 
gS vkSj çkslslj ls fudyrs gSa vkSj funZs'kksa dks oSQls fu"ikfnr 
fd;k tkrk gSA

ijh{kksi;ksxh iz'u
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	 (b)	 vfjFkesfVd ykWftd ;wfuV (ALU) dks dEI;wVj dk xf.krh; 
efLr"d Hkh dgk tkrk gSA

	 (c)	 daVªksy ;wfuV lapkyu Øe dks funZsf'kr vkSj çcaf/r djrh gSA
	 (d)	 vfjFkesfVd ykWftd ;wfuV (ALU) buiqV ysus bls laosQr esa 

cnyus vkSj vkxs osQ lapkyu osQ fy, bls laxzghr djus osQ fy, 
ftEesnkj gSA

17.	 ----------- ,d jhfMax bdkbZ gS tks eqfnzr ikB~; dks oSQjsDVj nj oSQjsDVj 
LoSQu djosQ i<+rk gSA

	 (a)	 vkWfIVdy oSQjsDVj fjdkWfXu'ku (OCR)
	 (b)	 VªSd ckWy
	 (c)	 esXusfVd bad oSQjsDVj fjdkWfXu'ku (MICR)
	 (d)	 fMftVkbtj

18.	vf/d MsfUlVh okyh Mcy lkbfMM ÝykWih fMLd dh laxzg.k {kerk 
fdruh gksrh gSA

	 (a)	 1.40 MB	 (b)	1.44 GB
	 (c)	 1.40 GB	 (d)	1.44 MB

19.	 fuEufyf[kr esa ls dkSu vkmViqV fMokbl dk mnkgj.k gSA
	 (a)	 Printer (fizaVj)	 (b)	Microphone (ekbozQkiQksu)
	 (c)	 Scanner (LoSQuj)	 (d)	Mouse (ekml)

20.	 fuEufyf•r esa ls dkSu&lk ,d vkWfIVdy LVksjst gS\
	 (a)	 ÝykWih Mªkbo	 (b)	 eSXusfVd Vsi
	 (c)	 gkMZ fMLd Mªkbo	 (d)	 lhMh

21.	lsaVªy izkslsflax ;wfuV (lhih;w) vkSj jSaMe ,Dlsl eseksjh (jSe) 
ekWM;wy tSls egRoiw.kZ flLVe ?kVd lh/s ------------ ls tqM+s gksrs gSaA

	 (a)	 ÝyS'k eseksjh	 (b)	eSXusfVd Vsi

	 (c)	 enj cksMZ	 (d)	vkWfIVdy fMLd

22.	CPU osQ lkFk lh/s lapkj djus okyh eseksjh bdkbZ dks ------------ 
eseksjh dgk tkrk gSA

	 (a)	 lgk;d	 (b)	 cSdvi
	 (c)	 eq[;	 (d)	 isuMªkbo

23.	lhih;w esa mi;ksx fd;k tkus okyk ,d gkbZ&LihM fMokbl gS ftldk 
mi;ksx izkslsflax osQ nkSjku MsVk dks vLFkk;h :i ls LVksj djus osQ 
fy, fd;k tkrk gSA

	 (a)	 lgk;d eseksjh 
	 (b)	 vadxf.kr vkSj rdZ bdkbZ (,,y;w)
	 (c)	 fu;a=k.k bdkbZ
	 (d)	 jftLVj

24.	 ----------- bls bysDVªkWfud fMLd osQ uke ls Hkh tkuk tkrk gSA
	 (a)	 USB Hard Drives
	 (b)	 Network Storage Servers
	 (c)	 Solid-State Drive
	 (d)	 USB Sticks

25.	 fuEufyf•r esa ls dkSu lk dFku xyr gS\
	 (a)	 oSQ'k eseksjh eq[; eseksjh ls rst gksrh gSA
	 (b)	 oSQ'k dk vkdkj vkerkSj ij NksVk gksrk gSA 
	 (c)	 oSQ'k eseksjh MsVk dks LFkk;h mi;ksx esa laxzghr djrh gSA
	 (d)	 oSQ'k eseksjh mu çksxzkeksa dks j•rh gS ftUgsa de le; esa pyk;k 

tk ldrk gSA

26.	 ............ eseksjh dk mi;ksx dHkh&dHkh CPU dks rhoz xfr ls 
orZeku çksxzke vkSj MsVk miyC/ djkdj çlaLdj.k dh xfr dks 
c<+kus osQ fy, fd;k tkrk gSA

	 (a)	 oSQ'k	 (b)	 cSdvi
	 (c)	 lgk;d	 (d)	 eq[;

27.	 fuEufyf•r esa ls dkSu lk dFku f}rh;d eseksjh osQ ckjs esa xyr gS\
	 (a)	 ;g ,d vfLFkj eseksjh gSA
	 (b)	 daI;wVj f}rh;d eseksjh osQ fcuk py ldrk gSA
	 (c)	 bls cSdvi eseksjh osQ :i esa tkuk tkrk gSA
	 (d)	 fctyh u gksus ij Hkh MsVk LFkk;h :i ls laxzghr gksrk gSA

28.	 funZs'k pØ esa fuEufyf•r esa ls dkSu lk jftLVj vafre funZs'k 
j•rk gS

	 (a)	 Memory Address Register (MAR)
	 (b)	 Memory Buffer Register (MBR)
	 (c)	 Program Counter (PC)
	 (d)	 Instruction Register (IR)

29.	 fuEufyf•r esa ls dkSu lk oSQ'k eseksjh osQ ckjs esa xyr gS\
	 (a)	 ;g mu çksxzkeksa dks j•rk gS ftUgsa de le; esa ju fd;k tk 

ldrk gSA 
	 (b)	 ;g lh-ih-;w- vkSj eq[; eseksjh osQ chp gkbZ LihM ciQj osQ :i 

esa dk;Z djrk gSA 
	 (c)	 ;g eq[; eseksjh ls /heh gksrh gSA
	 (d)	  ;g vLFkk;h mi;ksx esa MkVk dks laxzghr djrk gSA

30.	 fuEufyf•r esa ls dkSu&lh pqacdh; fMLd ugha gS\
	 (a)	 fMLd iSd	 (b)	 foapsLVj fMLd
	 (c)	 Mh- oh- Mh-	 (d)	 fti fMLd

31.	 fuEufyf•r esa ls dkSu&lk pqEcdh; Hk.Mkj.k ugha gS
	 (a)	 Memory Card	 (b)	 Floppy Drive
	 (c)	 Winchester disk	 (d)	 Magnetic Tape

32.	 fuEufyf[kr esa ls dkSu&lk lsaVªy izkslsflax ;wfuV (CPU) osQ ckjs 
esa xyr gS\

	 (a)	 vfjFkesfVd ykWftd ;wfuV (ALU) buiqV ysus] bls laosQr esa 
cnyus vkSj vkxs osQ lapkyu osQ fy, bls laxzghr djus osQ fy, 
ftEesnkj gSA

	 (b)	 vfjFkeSfVd ykWftd ;wfuV (ALU) dks oaQI;wVj dk xf.krh; 
efLr"d Hkh dgk tkrk gSA

	 (c)	 oaQVªksy ;wfuV lapkyu ozQe dks funsZf'kr vkSj izcaf/r djrh gSA

	 (d)	 oaQVªksy ;wfuV ml ozQe dks fu;af=kr djrh gS ftlesa funsZ'k Mkyrs 
gSa vkSj izkslslj ls fudyrs gSa vkSj funsZ'kksa dks oSQls fu"ikfnr 
fd;k tkrk gSA

33.	 fdlh oaQI;wVj dh Permanent Memory D;k dgykrh gS\
	 (a)	 RAM	 (b)	DRAM
	 (c)	 ROM	 (d)	CPU

34.	lhih;w (CPU) i<+us ;k fy•us okyh lafØ;k,a djus osQ fy, -------
--- eseksjh osQ lkFk lh/s çfrfØ;k (Interact) djrk gSA

	 (a)	 ÝykWih fMLd Mªkbo (Flopy Disk Drive)
	 (b)	 çkbejh (Primary)
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	 (c)	 isuMªkbo (Pendrive)
	 (d)	 lsosaQMjh (Secondary) 

35.	;g fdlh Hkh oaQI;wVj flLVe dk czsu (efLr"d) dgykrk gS\
	 (a)	 ,-,y-;w-	 (b)	lh-ih-;w
	 (c)	 dh&cksMZ	 (d)	ekWuhVj

36.	daI;wVj flLVe esa ROM (jhM vksuyh eseksjh) dh D;k Hkwfedk gS\
	 (a)	 mi;ksxdrkZ&tfur iQkbyksa vkSj nLrkostksa dks laxzghr djukA
	 (b)	 usVooZQ dusD'ku çcaf/r djukA
	 (c)	 daI;wVj osQ iQeZos;j vkSj LVkVZvi funZs'kksa dks laxzghr djukA
	 (d)	 jfuax ,fIyosQ'ku osQ fy, vLFkk;h HkaMkj.k çnku djukA

37.	 fuEufyf[kr esa ls dkSu&lk vkmViqV dk ,d ekè;e gS\

	 (a)	 LoSQuj	 (b)	ekml
	 (c)	 fizaVj	 (d)	dh&cksMZ

38.	 fuEufyf[kr esa ls dkSu&lk vkmViqV fMokbl (Output Device) 
ugha gS\

	 (a)	 Mªe isu IykWVj	 (b)	lhvkjVh ekWuhVj

	 (c)	 fizaVj	 (d)	fMftVy oSQejk
39.	 fuEufyf[kr esa ls dkSu vktdy lcls vf/d iz;ksx gksus okyh 

buiqV fMokbl gS\

	 (a)	 VªSdckWy	 (b)	LoSQuj
	 (c)	 ekml	 (d)	enjcksMZ

40.	 --------------- okW;l MkVk (Voice Data) dks 'kCnksa esa cnydj mls 
fMftVy VsDLV esa :ikarfjr djrk gS rkfd mls oaQI;wVj le> losQA

	 (a)	 Lihp buiqV gkMZos;j
	 (b)	 VkWfoaQx lkWÝVos;j
	 (c)	 oMZ fjdkWfXu'ku lkWÝVos;j

	 (d)	 Lihp fjdkWfXu'ku lkWÝVos;j

41.	 fuEufyf[kr esa ls dkSu&lk vkmViqV vkSj buiqV fMokbl nksuksa gh 
gSa\

	 (a)	 fizaVj	 (b)	Lihdj
	 (c)	 ekWMse	 (d)	dh&cksMZ

42.	igpku dhft, fd daI;wVj eseksjh osQ lanHkZ esa fn, x, dFku lR; 
gSa ;k vlR;A
(i)	 lgk;d eseksjh Hkfo"; esa mi;ksx fd, tkus osQ fy, çksxzke vkSj 

MsVk dks j•rh gS D;ksafd ;g xSj&ok"i'khy (Non-Volatile) 
gksrh gSA

(ii)	lgk;d LVksjst fMokblksa osQ lcls lkekU; :i oSQ'k (Cache) 
vkSj RAM fpi gSaA

� BSF (HCF) 17 June 2023 Shift-2
	 (a)	 (i) vlR;] (ii)  vlR;
	 (b)	 (i) vlR;] (ii) lR;
	 (c)	 (i) lR;] (ii) lR;
	 (d)	 (i) lR;] (ii) vlR;

43.	igyk oaQI;wVj ekml fdlus cuk;k Fkk\
	 (a)	 Mxyl ,atsycVZ	 (b)	fofy;e bafXy'k
	 (c)	 MSfu;y owQij	 (d)	tkWu ,yu

44.	,d lekukarj iksVZ vf/drj fdlesa bLrseky gksrk gS\
	 (a)	 ekWuhVj	 (b)	eqnzd ;k fizaVj
	 (c)	 ekWMse	 (d)	HkaMkj.k 'kfDr

45.	buesa ls dkSu&lk IokbafVax vkSj Mªk fMokbl gS\

	 (a)	 ekml	 (b)	LoSQuj
	 (c)	 fizaVj	 (d)	ekWMse

46.	 ------------ dk iz;ksx gkFk ls fy[ks ;k eqfnzr VsDLV rFkk xzkfiQdy 
best dks fMftVy :i esa cnyus osQ fy, fd;k tkrk gS] rkfd bls 
eSeksjh esa LVksj fd;k tk losQA

	 (a)	 fiazVj	 (b)	ystj che
	 (c)	 LoSQuj	 (d)	VpiSM

47.	 fuEufyf[kr esa ls fdl lewg esa osQoy vkmViqV fMokbl gS\
	 (a)	 LoSQuj] fizaVj] ekWuhVj	 (b)	dh&cksMZ] fizaVj] ekWuhVj
	 (c)	 ekml] fizaVj] ekWuhVj	 (d)	buesa ls dksbZ ugha

48.	VªSdckWy fdldk mnkgj.k gS\
	 (a)	 izksxzkfeax fMokbl	 (b)	IokbafVax fMokbl
	 (c)	 vkmViqV fMokbl	 (d)	lkWÝVos;j fMokbl

49.	 xzkfiQdy ;wtj baVjisQl esa LVSaMMZ IokbafVax fMokbl osQ :i esa 
iz;ksx esa yk;h tkrh gS&

	 (a)	 dh&cksMZ	 (b)	ekml
	 (c)	 tkW;fLVd	 (d)	VªSdckWy

50.	ekml osQ nk,a cVu (Right Button) ij fDyd djus ls D;k 
fn[kkbZ nsrk gS\

	 (a)	 ogh tks ck;ka cVu fDyd djus ls gksrk gSA

	 (b)	 ,d fo'ks"k esU;w

	 (c)	 nksuksa rjiQ gksrk gS
	 (d)	 nkb± rjiQ fDyd ugha gks ldrk

51.	dlZj dh ekStwnk fLFkfr osQ ck;ha vksj osQ ,d oSQjsDVj dks fMyhV 
(Delete) djus osQ fy, fdl cVu dk iz;ksx fd;k tkrk gS\

	 (a)	 cSdLisl	 (b)	fMyhV
	 (c)	 bUlVZ	 (d)	,LosQi

52.	1 Vsjk ckbV izfr lsoaQM = ----------------- ckbV~l izfr lsoaQMA
	 (a)	 230	 (b)	220

	 (c)	 210	 (d)	240

53.	dh&cksMZ ij fLFkr fdu oaqQft;ksa esa uacj tYnh Vkbi fd, tk ldrs 
gSa\

	 (a)	 oaQVªksy] f'kÝV o vkYV	(b)	iaQD'ku
	 (c)	 U;wesfjd dh iSM	 (d)	ohfM;ks oSQejk

54.	 fuEufyf[kr esa ls dkSu&lk ,d vkmViqV fMokbl ugha gS\

	 (a)	 ekWfuVj	 (b)	MkWV eSfVªDl fizaVj
	 (c)	 IykWVj	 (d)	ckj dksM jhMj

55.	vk;q"kh ,d buiqV fMokbl dk mi;ksx djuk pkgrh gS tks mi;ksxdrkZ 
dh maxyh dh pky vkSj uhps dh vksj iM+us okys ncko dks Hkki dj 
dke djrh gSA mls fuEufyf[kr esa ls fdldk mi;ksx djuk pkfg,\

	 (a)	 LoSQuj	 (b)	VpiSM
	 (c)	 dh&cksMZ	 (d)	ykbV isu
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56.	jkX;k] ^dh* (Key) nckdj oaQI;wVj esa MsVk buiqV djuk pkgrk gSA 
mls fdl buiqV fMokbl dk mi;ksx djuk pkfg,\

	 (a)	 LoSQuj	 (b)	ykbV isu
	 (c)	 tkW;fLVd	 (d)	dh&cksMZ

57.	 fuEu esa ls dkSu ,d vkmViqV fMokbl gS\
	 (a)	 LoSQuj
	 (b)	 pqacdh; L;kgh v{kj igpku (Magnetic Ink Character 

Recognition (MICR))
	 (c)	 izkstsDVj
	 (d)	 vkWfIVdy oSQjsDVj fjdkWXuh'ku (OCR)

58.	 f'koka'k oSQjsDVj fizaVj dk bLrseky djuk pkgrk gSA fuEufyf[kr esa 
ls mls fdls pquuk pkfg,\

	 (a)	 ystj fizaVj	 (b)	MkWV eSfVªDl fizaVj
	 (c)	 psu fizaVj	 (d)	Mªe fizaVj

59.	og dkSu&lk vkmViqV fMokbl gS tks oaQI;wVj osQ lkmaM dkMZ 
(Sound Card) ls flXuy dks vkWfM;ks (Audio) esa cny nsrk gS\

	 (a)	 ekWfuVj	 (b)	Lihdj
	 (c)	 IykWVj	 (d)	xzkfiQd dkMZ

60.	 fuEufyf[kr esa ls dkSu&lk ,d buiqV fMokbl gS\
	 (a)	 Lihdj	 (b)	dhcksMZ
	 (c)	 IykWVj	 (d)	fizaVj

61.	 ------------- fizaVj dh LihM v{kj@fpÉ (Characters) izfr lsoaQM 
(CPS) esa ekih tkrh gSA

	 (a)	 ystj	 (b)	bad&tsV
	 (c)	 MkWV eSfVªDl	 (d)	ykbu

62.	oaQI;wVj esa] RAM (jSaMe ,Dlsl eseksjh) dk izkFkfed mn~ns'; D;k 
gksrk gS\

	 (a)	 LFkk;h MsVk vkSj iQkbyksa dks laxzghr djuk
	 (b)	 isfjisQjy midj.kksa dks eSust djuk
	 (c)	 ml MsVk osQ fy, vLFkk;h HkaMkj.k iznku djuk ftls CPU 

orZeku esa la'kksf/r dj jgk gSA
	 (d)	 izksxzke osQ fy, nh?kZdkfyd HkaMkj.k iznku djuk

63.	 fuEufyf[kr esa ls dkSu&lk dEI;wVj esa buiqV fMokbl dk mnkgj.k 
gS\

	 (a)	 fizaVj	 (b)	Lihdj
	 (c)	 Vp LozQhu	 (d)	ekWfuVj

64.	 fuEufyf[kr esa ls dkSu&lk vkmViqV fMokbl dk ,d mnkgj.k gSA
	 (a)	 ekml	 (b)	LoSQuj
	 (c)	 ekbozQksiQksu	 (d)	fizaVj

65.	oaQI;wVj osQ eseksjh inkuqozQe (Memory Hierarchy) esa oSQ'k 
eseksjh dk D;k dk;Z gksrk gS\

	 (a)	 MsVk vkSj iQkbyksa osQ fy, LFkk;h HkaMkj.k iznku djuk
	 (b)	 CPU vkSj eseksjh osQ chp MsVk osQ izokg dks fu;af=kr djuk
	 (c)	 fofHkUu izksxzkeksa osQ fy, eseksjh lalk/uksa osQ vkoaVu dk izca/u 

djuk
	 (d)	 CPU }kjk rhoz ,Dlsl osQ fy, ckj&ckj mi;ksx fd, tkus okyk

66.	izksxzke funsZ'kksa dks lapkfyr djus osQ fy, fdldk mi;ksx fd;k tkrk 
gS ftls oaQI;wVj esa dHkh Hkh cnyk ugha tk ldrk gS\

	 (a)	 oSQ'k (Cache)	 (b)	jftLVj (Register)
	 (c)	 jkse (ROM)	 (d)	jse (RAM)

67.	,slh lwpuk tks oaQI;wVj flLVe esa fdlh ckgjh lkslZ ls vkrh gS] 
og ------------- dgykrh gSA

	 (a)	 vkmViqV	 (b)	buiqV
	 (c)	 FkzqiqV	 (d)	fjiksVZ

68.	oaQI;wVj iz.kkyh esa fuEu esa ls D;k Input Device dk mnkgj.k 
ugha gS\

	 (a)	 dh&cksMZ	 (b)	ekml
	 (c)	 LoSQuj	 (d)	fizaVj

69.	oaQI;wVj eseksjh dh {kerk dks ekirs gSa&
	 (a)	 fcV	 (b)	ckbV~l
	 (c)	 ehVj	 (d)	uSuks lsoaQM

70.	lkWÝV dkWih ,d vkmViqV gS rks gkMZ dkWih gS&
	 (a)	 HkkSfrd iqtkZ	 (b)	fizaVsM iqtkZ
	 (c)	 fizaVsM vkmViqV	 (d)	vkmViqV fMokbl

71.	 fuEufyf[kr esa ls dkSu&lh lcls rst lsehoaQMDVj eseksjh gS ftlls 
(CPU) dh xfr c<+kbZ tk ldrh gS\

	 (a)	 oSQ'k eseksjh	 (b)	eq[; eseksjh
	 (c)	 f}rh;d eseksjh	 (d)	izkFkfed eseksjh

72.	 fuEu esa ls dkSu dEI;wVj dh lsUVªy izkslsflax ;wfuV dk ,d fgLlk 
gSA

	 (a)	 ekml	 (b)	LoSQuj
	 (c)	 jftLVj eseksjh	 (d)	tkW;fLVd

73.	 fuEu fMLd esa ls dkSu&lh fiQDl fMLd gS\

	 (a)	 Hard Disks	 (b)	Flash Disks
	 (c)	 Blu-Ray Disks	 (d)	None of these

74.	 ----------- CPU esa mi;ksx fd;k tkus okyk ,d gkbZLihM fMokbl gS 
tks izkslsflax osQ nkSjku MsVk dks vLFkk;h :i ls LVksj djus osQ fy, 
mi;ksx fd;k tkrk gSA

	 (a)	 Arithmatic & Logic Unit
	 (b)	 Oxilary Memory
	 (c)	 Control Unit
	 (d)	 Register

75.	 ----------- oaQI;wVj osQ vko';d izlaLdj.k Hkkxksa dks èkkj.k djus okyk 
izeq[k lfoZQV cksMZ gSA

	 (a)	 iQeZos;j	 (b)	lsaVªy izkslsaflx ;wfuV
	 (c)	 jSaMe ,Dlsl eseksjh	 (d)	enj cksMZ

76.	dksj izkslslj dk D;k dk;Z gS\

	 (a)	 CPU dks fn, x, funsZ'kksa dks lapkyu esaA

	 (b)	 ALU dks fn, x, funsZ'kksa dks iwjk djus esaA

	 (c)	 oaQI;wVj MsVk dks Collect djus esaA

	 (d)	 buesa ls dksbZ ughaA
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77.	 flaxy dksj osQ dk;Z djus dh {kerk gksrh gSA

	 (a)	 ,d gh le; esa ,d gh dke

	 (b)	 ,d gh le; esa nks dke

	 (c)	 ,d gh le; esa N% dke

	 (d)	 mijksDr lHkh
78.	EPROM dk iw.kZ :i D;k gS\

	 (a)	 ,aVk;j izksxzkescy jhM vksuyh eseksjh (Entire Programmable 
Read Only Memory)

	 (b)	 ,aVk;j ijekusaV jhM vksuyh eseksjh (Entire Permanent 
Read Only Memory)

	 (c)	 bjstscy ijekusaV jhM vksuyh eseksjh (Erasable Permanent 
Read Only Memory)

	 (d)	 bjstscy izksxzkescy jhM vksuyh eseksjh (Erasable 
Programmable Read Only Memory)

79.	MkVk vkWxZukbts'ku esa MkVk dk lgh vkjksgh ozQe gS&
	 (a)	 fcV&ckbV&fiQYM&fjdkWMZ&iQkby
	 (b)	 fcV&ckbV&fjdkWMZ&fiQYM&iQkby
	 (c)	 iQhYM&fcV&ckbV&fjdkWMZ&iQkby
	 (d)	 ckbV&fcV&iQhYM&fjdkWMZ&iQkby

80.	 fuEu esa ls dkSu&lk izkslslj dk izdkj gS\

	 (a)	 ekbozQks izkslslj	 (b)	ekbozQksoaQVªksyj
	 (c)	 ,acsMsM izkslslj	 (d)	mijksDr lHkh

81.	,d esxkckbV (MB) esa 1024 ------------ gksrs gSaA
	 (a)	 ckbV	 (b)	fdyksckbV

	 (c)	 xhxkckbV	 (d)	VsjkckbV
82.	 fuEufyf[kr esa ls dkSu&lh ,d eSXusfVd fMLd gS\

	 (a)	 MhohMh (DVD)
	 (b)	 lhMh&vkj (CD-R)
	 (c)	 foapsLVj (Winchester)
	 (d)	 lhMh&vkjMCY;w (CD-RW)

83.	oaQI;wVj osQ varxZr ,d ckbV esa ---------- fcV~l gksrs gSa\
	 (a)	 40	 (b)	8
	 (c)	 10	 (d)	22

84.	1 xhxkckbV fdrus esxkckbV osQ cjkcj gS\

	 (a)	 3004	 (b)	1024
	 (c)	 1002	 (d)	2015

1. (d) 2. (b) 3. (d) 4. (c) 5. (d) 6. (c) 7. (a) 8. (c) 9. (d) 10. (b)
11. (b) 12. (b) 13. (a) 14. (d) 15. (c) 16. (d) 17. (a) 18. (d) 19. (a) 20. (d)
21. (c) 22. (c) 23. (d) 24. (c) 25. (c) 26. (a) 27. (a) 28. (d) 29. (c) 30. (c)
31. (a) 32. (a) 33. (c) 34. (b) 35. (b) 36. (c) 37. (c) 38. (d) 39. (c) 40. (d)
41. (c) 42. (d) 43. (a) 44. (b) 45. (a) 46. (c) 47. (d) 48. (b) 49. (b) 50. (b)
51. (a) 52. (d) 53. (c) 54. (d) 55. (b) 56. (d) 57. (c) 58. (b) 59. (b) 60. (b)
61. (c) 62. (c) 63. (c) 64. (d) 65. (d) 66. (c) 67. (b) 68. (d) 69. (b) 70. (c)
71. (a) 72. (c) 73. (a) 74. (d) 75. (d) 76. (a) 77. (a) 78. (d) 79. (a) 80. (d)
81. (b) 82. (c) 83. (b) 84. (b)
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vkWijsfVax flLVe (Operating System)
vkWijsfVax flLVe (Operating System) ,d lkWÝVos;j gS tks 
daI;wVj ;k LekVZiQksu tSls fMokbl dks fu;af=kr vkSj çcaf/r djrk 
gSA bldk eq[; mís'; gkMZos;j (CPU, RAM, ROM, I/O) vkSj 
lkWÝVos;j (System Software, Application Software, Utility 
Software) osQ chp leUo; LFkkfir djuk gksrk gS rkfd fMokbl lgh 
rjhosQ ls dke dj losQA
tSls& foaMkst] Linux, Android, Macintosh (Mac) vkfnA

vkWijsfVax flLVe osQ dk;Z
	� izfozQ;k izca/u] lans'k lsok] fMokbl izca/u] xyrh igpkuuk] eseksjh 
eSustesaV] lqj{kk] iQkby izca/u] dekaM] O;k[;kA

	� vkWijsfVax flLVe osQ fofHkUu laLdj.k&

Operating System Year Operating System Year

Unix 1969 IOS 2007
MS DOS 1981 Android 2008
Windows 1985 Chrome OS 2011
Blackbenyos 1999 Windows Phone 2010
MAC OS 2001 Firefox OS 2013

M.S. Windows
	� Microsoft: dk;kZy; dk;Z lek/ku osQ fy, O;kid baVjSfDVo 
usVooZQ fodkl iznkrk gSA

	� Microsoft fo'o dh lcls cM+h lkWÝVos;j dEiuh gSA

	� Founder – Bill Gates & Paul Allen
	� Year of Establishment – 4 April 1975
	� Head Quarter – Redmond, Washington, US
	� CEO – Satya Nadella 

	� Microsoft Windows, Personal Computer osQ fy, ekbØkslkWÝV 
}kjk fodflr vkWijsfVax flLVe gSA fo'o osQ yxHkx 90» PC esa MS 
Windows OS dk mi;ksx gks jgk gSA bldh 'kq#vkr 20 uoEcj 
1985 ls gqbZA 

	� Windows 1 – Released on 20 November 1985
	� Windows 2.0 – December 1987
	� Windows 3.0 – May 1990
	� Windows 3.1 – April 1992
	� Windows 95 – August1995
	� Windows NT – July 1993
	� Windows 98 – June 1998
	� Windows ME – Windows Millennium Edition (Sep 
2000)

	� Windows XP – Windows eXPerience (Oct 2001)
	� Windows Vista – Jan 2007
	� Windows 7 – Oct 2009
	� Windows 8 (blesa Start Menu ugha Fkk) – Oct 2012
	� Windows 8.1 – Oct 2013
	� Windows 10 – July 2015
	� Latest Windows 11 – Windows (Oct 2021)
	� Windows 12 – Ready to release 

MsLdVkWi (Desktop)
	� ;g lcls igyh LØhu gksrh gS ftls vki Windows 'kq: gksus 
osQ ckn ns•rs gSA Desktop ij vkidks "My Computer", "My 
Documents"] ¶Recycle Bin¸] ¶Start Menu¸ vkSj vki gh 
osQ }kjk cuk, x, fdlh Hkh ,fIyosQ'ku osQ 'kkWVZdV fn•kbZ nsrs gSA

3 vkWijsfVax flLVe ,oa csfld vkWiQ foaMkst
Operating System and Basic of Windows
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LVkVZ esuw (Start Menu)
	� LVkVZ cVu] VkLdckj osQ ckbZ vksj 
yxk ,d xksy ;k vk;rkdkj cVu 

gksrk gSA ftl ij ekbØkslkWÝV  
Logo yxk gksrk gS] tc vki 
cVu ij Mouse dh lgk;rk ls 
Cursor j•rs gS rks bl cVu dk 
uke ¶Start¸ fy•k gqvk fn•kbZ 
nsrk gS vkSj ml ij Click djus ij 
Start Menu [kqy tkrk gSA

VkLd ckj (Taskbar)
	� foaMkst VkLdckj LØhu osQ fupys Hkkx esa fLFkr ,d iryh iêðh gksrh 
gS tks mi;ksxdrkZ dks LVkVZ esuw (Start Menu) osQ lkFk&lkFk vDlj 
mi;ksx esa vkus okys ,fIyosQ'ku osQ vkbdu (Icon) rd igqap çnku 
djrk gSA VkLdckj esa nkbZa vksj vf/lwpuk {ks=k (Notification Area) 
gksrk gSA orZeku esa py jgs Application ;k File Folder Icon 
osQ :i esa Taskbar esa Show gksrs gSaA

Cursor:
	� daI;wVj LØhu ij fCyad djus okys çrhd dks 
ekml ikWbaVj ;k dlZj dgrs gSaA

vkbdu (Icon)
	� vkbdu ,d daI;wVj dh LØhu ij mifLFkr fdlh Application]
File ;k Folder dk Graphical :i gksrk gSA bl ij Double 
Click djus ij ;g Open gks tkrk gSA 

Computer Icon osQ fofHkUu çdkj

	 (i)	 flLVe vkbdu (System Icon)% flLVe vkbdu LØhu osQ ck,a 
fdukjs ij çnf'kZr gksrs gSaA ;s vkbdu foaMkst }kjk bldh LFkkiuk 
osQ nkSjku Lopkfyr :i ls cuk, tkrs gSaA oqQN flLVe vkbdkWu 
osQ mnkgj.k My Computer] Recycle Bin] My Documents] 
Control Panel] Internet Explorer vkfn gSaA

	(ii)	 çksxzke] iQksYMj vkSj MkWD;wesaV vkbdu (Program, Folder 
and Document Icon)% ;s fcuk rhj osQ vkSj xSj&flLVe vkbdu 
gksrs gSa vkSj ;s okLrfod Program] Folder ;k Document dks 
Graphical Form esa n'kkZrs gSaA vxj ge bl rjg osQ Program 
;k Folder ;k Document osQ Icon dks Delete djrs gS] rks ewy 
File Hkh Delete gks tkrh gSaA

	(iii)	'kkVZdV vkbdu (Shortcut Icon)% buosQ fupys Left Corner 
ij ,d NksVk rhj (Arrow) cuk gksrk gS tks ;g 
crkrk gS fd ;g ewy Icon ugha gSA 'kkWVZdV 
vkbdu osQoy Object dh Location osQ ckjs esa 
tkudkjh nsrs gS ysfdu Lo;a Object dh ughaA vxj 
vki bUgsa Delete djrs gSa] rks ewy iQkby Delete 
ugha gksrh gSA

My Computer
	� ;g vkbdu] ;wtj osQ daI;wVj esa laxzfgr lHkh lwpukvksa dks 
çnf'kZr djrk gSA blesa gkMZ fMLd osQ Hkkxksa (Local Disk C,D 
etc) MkWD;wesaV] 'ks;MZ MkD;wesaV] Download] Videos, Music 
Pictures] Control Panel] fjewoscy fMLd Mªkbol (CD, DVD, 
Pen Drive)] fçaVj vkfn osQ vkbdu gksrs gSaA

Window 8,10,11 esa bldk uke cnydj This PC dj fn;k x;kA

Window + E – foaMks ,DLIyksjj @ iQkby ,DLIyksjj •ksyus osQ fy,A

Window + D – MsLdVkWi fn[krk gS ;k fNirk gSA

Window + L – foaMks LØhu dks ykWd djus osQ fy,A

Window + R – ju dekaM ckWDl •ksyus osQ fy,A

Alt + Tab – fofHkUu vkWiu ,IyhosQ'kUl osQ chp fLop djus osQ 
fy,A
Alt + F4 – Computer Shut Down / Close Opened 
Application, Folder, File etc.
Alt + Ctrl + Delete – Task Manager, Lock Computer, 
Log off, Shut Down/Restart Your PC etc.
Local Disk C: gekjs daI;wVj dh lcls egRoiw.kZ fMLd ;gh gksrh 
gSA blesa vkWijsfVax flLVe] ;wtj iQkbYl] vuqiz;ksx vkSj flLVe lsfVaXl 
vkfn LVksj gksrh gSA

Downloads: tc ge dksbZ iQkby MkmuyksM djrs gSa rks og Lor% 
gh MkmuyksM iQksYMj esa Save gks tkrh gSA
Documents: tc ge dksbZ iQkby lso djrs gSa rks By default 
;g MkWD;wesaV iQksYMj esa Save gks tkrh gSA

 Windows Explorer / File Explorer

;g ,d daI;wVj ;wtj dks iQkby flLVe rd igq¡pus osQ fy, GUI 
dh lqfo/k çnku djrk gSA
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iQkby ,DlIyksjj oSQls •ksysa

	� dhcksMZ ij Windows  + E vFkkZr Windows Logo okyk 
cVu vkSj E dks ,d lkFk nck,aA
;k Command Prompt esa Explorer ;k Explorer.exe Vkbi 
djosQ Enter nck,aA

ju dekaM (Run Command)
	� ju dekaM foaMkst vkWijsfVax flLVe esa ,d 'kfDr'kkyh Vwy gS tks 
vkidks fofHkUu dk;ks± dks tYnh vkSj vklkuh ls djus esa enn djrk 
gSA bldh 'kkVZdV dh Window  + R gSA

isaV [kksyus osQ fy, (To Open Paint)
	� Windows Key + R nck,¡ (;k ju dekaM [kksysa)
	� Vkbi djsa% MS Paint ;k MS Paint.exe ;k Pbrush blosQ ckn 
Enter nck,¡A

,Dlsy [kksyus osQ fy, (To Open Excel)
	� Windows Key + R nck,¡ (;k ju dekaM [kksysa)

	� Vkbi djsa% Excel ;k Excel.exe blosQ ckn Enter nck,¡A

oMZ [kksyus osQ fy, (To Open Word)
	� Windows Key + R nck,¡ (;k ju dekaM [kksysa)
	� Vkbi djsa% Winword ;k Winword.exe blosQ ckn Enter nck,¡A

ikWoj IokbaV [kksyus osQ fy, (To Open Power Point)
	� Windows Key + R nck,¡ (;k ju dekaM [kksysa)
	� Vkbi djsa% Powerpnt ;k Powerpnt.exe blosQ ckn Enter nck,¡A

uksV iSM [kksyus osQ fy, (To Open Note Pad)
	� Windows Key + R nck,¡ (;k ju dekaM [kksysa)
	� Vkbi djsa% Notepad ;k Notepad.exe blosQ ckn Enter nck,¡A

oMZ iSM [kksyus osQ fy, (To Open Word Pad)
	� Windows Key + R nck,¡ (;k ju dekaM [kksysa)
	� Vkbi djsa% Wordpad ;k Wordpad.exe ;k Write blosQ ckn 
Enter nck,¡A
Search: fdlh fof'k"V tkudkjh iQkby] MkWD;wesaV ;k MsVk dks <w¡<us 
osQ fy, F3, Ctrl + F
Views: iQkby ;k iQksYMj osQ vkdkj osQ View dks cnyus osQ fy,A

Folder: iQksYMj osQ vanj ge viuh iQkbYl@
iQksYMj dks LVksj djosQ j•rs gSaA bls Mk;jsDVjh Hkh 
dgk tkrk gSA
iQksYMj osQ vanj iQksYMj dks usLVsM iQksYMj@lc 
iQksYMj dgrs gSaA
To create new folder shortcut – Ctrl + Shift + N
Or right click on screen → New → Folder

Sort by
iQkby@iQksYMj dks uke] MsV] çdkj] vkdkj 
osQ vk/kj ij vkjksgh ;k vojksgh Øe esa 
Arrange djus osQ fy,A

Recycle Bin
tc ge fdlh iQkby@iQksYMj dks fMyhV dj 
nsrs gSa] rks og Recycle Bin esa pyk tkrk gSA 
Recycle Bin ls ge mu iQkbYl dks okil 
fjLVksj djosQ mlh LFkku ij igqapk ldrs gSaA 
ijarq ;fn Recycle Bin ls Hkh fMyhV dj 
fn;k tk,] rks jhLVksj ugha fd;k tk ldrkA

Ctrl + D – fdlh iQkby@iQksYMj dks Mk;jsDV jhlkbdy fcu esa Hkstus 
osQ fy,A

Short Key for Permanent Delete – Shift + Delete 
Restore

	� Recycle Bin ls okil fdlh iQkby dks mlosQ ewy LFkku ij igq¡pkus 
osQ fy,A

Start Menu
	� LVkVZ cVu] VkLdckj osQ ckbZa vksj yxk ,d xksy ;k vk;rkdkj cVu 
gksrk gSA

Open Start Button- Windows Button /Ctrl + Esc
1. Lock					    2. Sleep
3. All Installed Applications	 4. Shutdown
5. Restart				    6. Pinned Programs
7. Search Box

Windows osQ vUrxZr mi;ksxh çksxzke
1. Notepad: blesa fliQZ VsDLV fy•k tkrk gSA

2. �WordPad: ;g Notepad ls vf/d mUur ,fIyosQ'ku gS bles 
iQksaV~l] jax rFkk fp=k dh Hkh lqfo/k gksrh gSA

3. �Paint: xzkfiQDl fMtkbu] iQksVks ,fMfVax] vkVZ ooZQ] fMftVy isafVax 
vkfn cukus osQ fy,A

4. Calculator: Computer esa oSQyoqQysVj dk iz;ksx djosQ ekud 
(Basic), oSKkfud (Scientific), js[kkadu (Graphing) rFkk fof'k"V 
(Specialized) x.kuk,a dh tkrh gSA

Control Panel
	� daVªksy iSuy mi;ksfxrk dh ,d lwph çnf'kZr djrk gS tks daI;wVj 
flLVe dks dkWfUiQxj vkSj izcaf/r djrk gSA

	� Windows dh fofHkUu lsfVax dks cnyus dk dk;Z daVªksy iSuy osQ 
ekè;e ls gh fd;k tkrk gSA daVªksy isuy esa gkMZos;j] lkWÝVos;j] 
flLVe&flD;wfjVh lsfVax] usVodZ vkSj baVjusV lsfVax] vdkmaV lsfVax] 
iQkWUV&vih;jsal lsfVax] foaMkst viMsV] MsVk vkSj le;] baLVkWy@
vubaLVkWy ,IyhosQ'ku vkfn egRoiw.kZ lsfVaXl blh esa gksrh gSaA

Window + R → Control/ Control Panel → Enter
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cwfVax (Booting)
	� cwfVax ewy :i ls oaQI;wVj dks 'kq: djus dh izfozQ;k gSA tc CPU 
dks vkWu fd;k tkrk gS] rks Operating System eq[; eseksjh esa 
yksM gks tkrk gS vkSj fiQj oaQI;wVj] mi;ksxdrkZ ls dekaM ysus osQ fy, 
rS;kj gks tkrk gSA
Boot Loader ⇒ Boot Device ⇒ Boot Sequence

cwfVax osQ izdkj (Types of Booting)
cwfVax izkslsl nks izdkj dk gksrk gS&
1. Cold Booting: tc oaQI;wVj igyh ckj vkWu gksrk gS ;k Shut 
Down dh fLFkfr ls vkWu gksrk gS vFkkZr~ Power cVu osQ mi;ksx 
ls 'kq: djus dh izfozQ;k dks dksYM cwfVax dgk tkrk gSaA dksYM cwfVax 
osQ nkSjku] flLVe ROM ls lHkh funsZ'kksa dks i<+sxk vkSj Operating 
System, Main Memory esa yksM gks tk,xkA bl cwfVax esa gkWV ;k 
okeZ cwfVax dh rqyuk esa vf/d le; yxrk gSA
2. Hot or Warm Booting: bls Soft Booting Hkh dgk tkrk 
gSA tc dHkh&dHkh flLVe Hang gks tkrk gS ;k u, Installation 
osQ ckn fdlh Software dks Configure djus gsrq oaQI;wVj dks pkyw 
gksus ij bls nksckjk 'kq: (Restart) djus dh vko';drk gksrh gSA okeZ 
cwfVax osQ fy, Restart cVu dk ;k Ctrl + Alt + Delete keys 
dk iz;ksx fd;k tkrk gSA

Extension Name
lHkh iQkbysa] ,DlVsa'ku ls çnf'kZr dh tkrh gSaA bldk ç;ksx iQkby osQ 
çdkj dh igpku djus osQ fy, fd;k tkrk gSA

	¡ JPEG (.jpg, .jpeg) - Joint Photographic Experts 
Group

	¡ PNG (.png) - Portable Network Graphics
	¡ GIF (.gif) - Graphics Interchange Format
	¡ BMP (.bmp) - Bitmap

	¡ TIFF (.tiff) - Tagged Image File Format
	¡ PSD (.psd) - Photoshop Document
	¡ MP3 (.mp3) - MPEG Audio Layer 3
	¡ WAV (.wav) - Waveform Audio File Format
	¡ MP4 (.mp4) - MPEG-4 Part 14
	¡ AAC (.aac) - Advanced Audio Coding
	¡ MKV (.mkv) - Matroska Video
	¡ AVI (.avi) - Audio Video Interleave
	¡ MOV (.mov) - QuickTime Movie
	¡ WMV (.wmv) - Windows Media Video
	¡ FLV (.flv) - Flash Video
	¡ PDF (.pdf) - Portable Document Format
	¡ DOCX (.docx) - Microsoft Word Document
	¡ DOC (.doc) - Microsoft Word Document (Older)
	¡ XLSX (.xlsx) - Microsoft Excel Spreadsheet
	¡ PPTX (.pptx) - Microsoft PowerPoint Presentation
	¡ ZIP (.zip) - Zip Archive
	¡ RAR (.rar) - Roshal Archive
	¡ EXE (.exe) - Executable File
	¡ MSI (.msi) - Microsoft Software Installer Package
	¡ APK (.apk) - Android Application Package
	¡ JAVA (.java) - Java Source Code
	¡ CPP (.cpp) - C++ Source Code
	¡ C (.c) - C Source Code
	¡ JS (.js) - JavaScript File
	¡ TXT (.txt) - Plain Text File
	¡ HTML (.html) - Hypertext Markup Language
	¡ XML (.xml) - Extensible Markup Language

ijh{kksi;ksxh iz'u

	 1.	 foaMkst 10 (Windows 10) esa fdlh fozQ;k dks vaMw (Undo) djus 
osQ fy, fuEufyf[kr esa ls fdl oqaQth (Keys) la;kstu dk mi;ksx 
fd;k tkrk gS\

	 (a)	 Alt + Z	 (b)	 Ctrl + Z
	 (c)	 Alt + Tab	 (d)	 Ctrl + Tab
	 2.	 daI;wVj vkSj fctusl txr esa vks,l (OS) dk vfHkçk; fdlls gS\

	 (a)	 vksoj vkWy lsy	 (b)	vkmViqV ljIyl

	 (c)	 vkWijsfVax flLVe	 (d)	vksojgSM lfoZlst

	 3.	 fuEu esa ls dkSu&lk ,d vksiu lkslZ vkWijsfVax flLVe gS\
	 (a)	 DOS	 (b)	 Linux
	 (c)	 Windows	 (d)	 Unix
	 4.	 foaMkst 11 esa] p;fur vkbVe dks dkWih djus osQ fy, fuEufyf•r 

esa ls fdl dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk gS\

(a)	 Ctrl + Insert	 (b)	Ctrl + Enter
(c)	 Shift + Enter	 (b)	Shift + Insert

	 5.	 iQkby flLVe "NTFS" dk iw.kZ :i D;k gSa\

	 (a)	 U;w Vkbi iQkby flLVe
	 (b)	 usosj VehZusVhM iQkby flLVe
	 (c)	 U;w VsDuksykWth iQkby flLVe
	 (d)	 ukWu VehZusVhM iQkby flLVe
	 6.	 fuEufyf•r esa ls dkSu&lk vkWijsfVax flLVe ugha gS\

	 (a)	 OS X	 (b)	 Windows 11
	 (c)	 Fedora	 (d)	 Windows 9
	 7.	 MsLdVkWi ij Mkyk x;k MsVk lkekU;r% fdl Mªkbo esa lso gksrk gS\

	 (a)	 C Mªkbo	 (b)	D Mªkbo

	 (c)	 E Mªkbo	 (d)	F Mªkbo
	 8.	 Google Drive, MS One Drive vkSj Drop Box -------------- osQ 

mnkgj.k gSaA
	 (a)	 Operating System	(b)	Search Engine
	 (c)	 Network Topology	(d)	Cloud Storage Service
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	 9.	 foaMkst osQ dkSu&ls Version esa START cVu ugha gksrk gS\
	 (a)	 WINDOWS 7	 (b)	WINDOWS 8
	 (c)	 WINDOWS 11	 (d)	WINDOWS VISTA
	 10.	 oaQI;wVj dks ju vkSj fjlkslsZl dks oaQVªksy djus osQ fy, fuEu esa ls 

fdldk iz;ksx fd;k tkrk gS&

	 (a)	 VkLd eSustj	 (b)	vkWijsfVax flLVe

	 (c)	 MªkbolZ	 (d)	,fIyosQ'ku lkWÝVos;j
	 11.	 fuEu esa ls dkSu&ls Operating System }kjk GUI dks Support 

ugha fd;k tkrk gS\
	 (a)	 Windows Vista	 (b)	Android
	 (c)	 DOS	 (d)	Linux
	 12.	 fuEu esa ls dkSu&lk foaMkst dk ,d lgk;d izksxzke ugha gS\

	 (a)	 oMZiSM	 (b)	AVG ,afVok;jl

	 (c)	 isaV	 (d)	uksViSM
	 13.	 Copy dekaM Data dks dgk¡ Save djrh gS\
	 (a)	 MsLdVkWi ij	 (b)	fDyi cksMZ esa
	 (c)	 ek; MkD;wesaV esa	 (d)	ekbozQkslkWÝV oMZ esa
	 14.	 MS Windows fdl izdkj dk OS gS\
	 (a)	 CLI	 (b)	MUI
	 (c)	 CUI	 (d)	GUI
	 15.	 oaQI;wVj LozQhu ij fCyfdax (Blink) djus okys izrhd dks ---------- 

dgrs gSaA

	 (a)	 ekml	 (b)	yksxks
	 (c)	 vkbdu	 (d)	dlZj

	 16.	 vki viuh ilZuy iQkby@iQksYMj -------------- esa j[k ldrs gSaA

	 (a)	 My Folder	 (b)	My Documents
	 (c)	 My Files	 (d)	Desktop
	 17.	 Microsoft Windows 10 dks o"kZ ---------- esa vkjaHk fd;k x;k FkkA

	 (a)	 2013	 (b)	2020
	 (c)	 2018	 (d)	2015
	 18.	 foaMkst 8 OS osQ ckn dkSu&lk Version vk;k\

	 (a)	 foaMkst 10	 (b)	foaMkst 11
	 (c)	 foMksat foLVk	 (d)	foaMkst 9
	 19.	 fuEu esa ls dkSu&lk ohfM;ks dkWUizsaQflax midj.k ugha gS\
	 (a)	 xwxy ehV	 (b)	twe
	 (c)	 Ldkbi	 (d)	v”kwj
	 20.	 fuEu esa ls dkSu&lk oMZ izkslslj gS\
	 (a)	 Excel	 (b)	Access
	 (c)	 MS Word	 (d)	Google
	 21.	 Windows OS esa fdlh iQkby dks jhuse djus dh 'kkWVZdV key 

D;k gS\
	 (a)	 F1	 (b)	F10
	 (c)	 F2	 (d)	F11

	 22.	 fuEufyf•r esa ls dkSu&lk çrhd (Window XP) esa daI;wVj ij 
çksxzke] ,fIyosQ'kUl ;k ,d vkbVe] iQkby ;k çksxzke osQ 'kkWVZdV 
dks lanfHkZr djrk gS\
(a)	 VkLd ckj (Task bar)
(b)	 vkbdu (Icon)
(c)	 ikFk (Path)
(d)	 LVkVZ cVu (Start Button)

	 23.	 foaMkst ME esa] ME ls D;k vfHkizk; gS\
	 (a)	 Millennium Edition
	 (b)	 Micro-Expert
	 (c)	 Macro-Expert
	 (d)	 Multiple Expert
	 24.	 foaMkst NT esa] NT ls D;k vfHkizk; gS\
	 (a)	 New Type	 (b)	New Terminal
	 (c)	 New Technology	 (d)	Non Terminated
	 25.	 fdl dekaM osQ ç;ksx ls çksxzke ls fdlh Hkkx dks gVk;k tk ldrk 

gS\
	 (a)	 Delete	 (b)	 Save
	 (c)	 Load	 (d)	 Edit
	 26.	 fuEufyf•r esa ls fdldh lgk;rk ls gesa oaQI;wVj dh mi;ksfxrk ,oa 

Space dh miyC/rk osQ ckjs esa irk pyrk gS \

	 (a)	 My Document	 (b)	 My Computer
	 (c)	 Recycle Bin	 (d)	 Search
	 27.	 GUI dk iw.kZ :i gS\

	 (a)	 Graphical Universal Interface
	 (b)	 Graph User Interface
	 (c)	 Graphical User Interface
	 (d)	 General User Interface
	 28.	 LØhu osQ cSdxzkm.M dks fdl uke ls tkuk tkrk gS\
	 (a)	 oky ist	 (b)	MsLdVkWi okWyisij
	 (c)	 best	 (d)	izsQe
	 29.	 foaMkst esa] tc vki MsLdVkWi ij jkbV&fDyd djrs gS] rks ikWi&vi 

esuw ij 'Sort by' fodYi fuEu esa ls fdldks 'kkfey ugha djrk 
gS&

	 (a)	 Name	 (b)	 Item Type
	 (c)	 Item Size	 (d)	 Author
	 30.	 fdlh MkD;wesaV dks fçaV djus osQ fy, 'kkWVZdV Key gS&
	 (a)	 Shift + P	 (b)	 Alt + P
	 (c)	 Ctrl + P	 (d)	 Esc + P
	 31.	 fuEu esa ls fdl çdkj osQ esuw dks MªkWi Mkmu esuw Hkh dgrs gSa \
	 (a)	 ÝykbZ vkmV	 (b)	oSQLosQfMax
	 (c)	 ikWi&vi	 (d)	iqy&Mkmu
	 32	 foaMkst OS esa] xwxy Økse osc czkmtj esa ,d u;k VSc •ksyus osQ 

fy, dh&cksMZ 'kkWVZdV D;k gS\
	 (a)	 Alt + N	 (b)	 Ctrl + T
	 (d)	 SHIFT + T	 (c)	 Ctrl + N

Join Telegram: @apna_library

Sea
rch

 O
n T

G: @
ap

na
_p

df



36

oaQI;wVjjkstxkj ifCyosQ'ku

	 33.	 fuEufyf•r esa ls dkSu lk best iQkby ,DlVsa'ku ugha gS\
	 (a)	 jpeg	 (c)	 png
	 (b)	 gif	 (d)	 wma
	 34.	 MsLdVkWi ij rkjh• o le; fuEu LFkku ij gksrs gSaA
	 (a)	 MsLdVkWi	 (b)	LVkVZ esuw
	 (c)	 VkLd ckj	 (d)	ek; daI;wVj

	 35.	 MsLdVkWi ij vklUu vkbduksa dks lsysDV djus osQ fy,] vkidks ----
---------- oqaQth (Key) nckuh gksxh vkSj fiQj ml vkbduksa ij fDyd 
djuk gksxk ftUgsa vki lsysDV djuk pkgrs gSaA
(a)	 Shift	 (b)	Ctrl
(c)	 Tab	 (d)	Alt

	 36.	 Windows 11 esa ju dekaM dks vksiu djus osQ fy, dkSu&lh 
'kkWVZdV key dk ç;ksx fd;k tkrk gS\

	 (a)	 Windows key + V	(b)	 Windows key + X
	 (c)	 Windows key + O	(d)	 Windows key + R
	 37.	 Windows 11 esa fdl ju dekaM osQ tfj;s MS Paint dks vksiu 

fd;k tk ldrk gS\

	 (a)	 mspaint	 (b)	 mspaint.exe
	 (c)	 (a) vkSj (b) nksuksa	 (d)	mijksÙkQ esa ls dksbZ ugha
	 38.	 fuEufyf[kr esa ls dkSu ls Extension okyh iQkby vkWijsfVax 

flLVe }kjk lh/s mi;ksx dh tkrh gS\
	 (a)	 .rar	 (b)	.vbs
	 (c)	 .exe	 (d)	.bmp
	 39.	 Task Bar  lkekU; :i ls Desktop osQ dkSu&ls fgLls esa gksrk 

gS\
	 (a)	 Top	 (b)	 Bottom
	 (c)	 Left	 (d)	 Right
	 40.	 ,d ls T;knk •qyh gqbZ foaMkst osQ chp Switch djus osQ fy, fuEu 

esa ls dkSu&lk dh&cksMZ 'kkWVZdV bLrseky fd;k tkrk gS\

	 (a)	 Alt + Shift	 (b)	 Alt + Tab
	 (c)	 Ctrl + Tab	 (d)	 Ctrl + Shift
	 41.	 foaMkst vks,l (Windows OS) esa] tc vki fMyhV oqQath dk 

mi;ksx djosQ ;k osQoy jkbV&fDyd djosQ vkSj ^fMyhV* vkWI'ku 
dks lsysDV djosQ vius daI;wVj ij fdlh Hkh Mªkbo ls fdlh vkbVe 
dks fMyhV djrs gSa] rks iQkby ----------- esa pyh tkrh gSA

	 (a)	 Start menu	 (b)	 Control Panel
	 (c)	 Taskbar	 (d)	 Recycle Bin
	 42.	 Windows osQ LVkVZ gksrs le; fn•kbZ nsus okyh LØhu dks D;k 

dgrs gS\

	 (a)	 Desktop Screen	 (b)	 Task Bar
	 (c)	 Booting Screen	 (d)	 Status Bar
	 43.	 fuEu esa ls dkSu&lk eYVhVkfLdax OS ugha gS\
	 (a)	 Linux	 (b)	 Windows11
	 (c)	 Unix	 (d)	 DOS
	 44.	 Forward & Backward cVu windows osQ fdl fgLls esa ik, 

tkrs gS\

	 (a)	 Start Menu	 (b)	 Address Bar
	 (c)	 Title Bar	 (d)	 Navigation Pane
	 45.	 LVksjst fMokbl osQ Main iQksYMj dks D;k dgk tkrk gS\
	 (a)	 Root Directory	 (b)	 Address Bar
	 (c)	 Device Driver	 (d)	 My Computer
	 46.	 foaMkst ,DlIyksjj esa] fuEufyf•r esa ls fdlesa psat vkbdu O;w 

'kkfey gS\
	 (a)	 Address Bar	 (b)	 Navigation Pane
	 (c)	 Title Bar	 (d)	 Menu Bar
	 47.	 LØhu ij fMLIys fd;s x, fiDlsy dh la[;k dks ------------------ dgrs 

gSA

	 (a)	 Color Depth	 (b)	 Refresh Rate
	 (c)	 Resolution	 (d)	 Pixel Size
	 48.	 fdlh Hkh iQkby@iQksYMj dks jhlk;dy (Recycle) fcu esa Hksts fcuk 

fMyhV djus dh 'kkWVZdV key D;k gS\
	 (a)	 Shift + Delete	 (b)	 Ctrl + Delete
	 (c)	 Alt + Delete	 (d)	 Alt + Ctrl + Delete
	 49.	 vf/dka'k foaMkst vuqiz;ksxksa esa fDyicksMZ ls dkWih dh xbZ lkexzh dks 

fpidkus dk dhcksMZ 'kkWVZdV D;k gS
(a)	 Ctrl+V	 (b)	Ctrl+Z
(c)	 Ctrl+X	 (d)	Ctrl+C

	 50.	 eq[;r% fdlh Hkh iQkby osQ uke osQ nks Hkkx çkFkfed uke vkSj ----
-------------- gksrs gS\

	 (a)	 Property	 (b)	 Type
	 (c)	 Extension	 (d)	 Generel
	 51.	 fuEufyf[kr esa ls dkSu&lk fodYi] ekbozQkslkÝV }kjk fufeZr vkSj 

fodflr fd;k x;k ,d osc czkmtj gS\
(a)	 ,t (Edge)	 (b)	ozQkse (Chrome)
(c)	 vksisjk (Opera)	 (d)	czso (Brave)

	 52.	 Windows esa fuEufyf[kr izfozQ;kvksa dk feyku dhft,A
	 A.	 Desktop ij 	 (i)	 System dks Shut
		  Right Click djosQ		 down ;k Logout djsaA

	 B.	 Task Bar ij 	 (ii)	 System dks Refresh
		  Right Click djosQ		 djsaA

	 C.	 Start Button ij	 (iii)	 System dh Date & 
		  Right click djosQ		 Time lgh djsaA

	 (a)	 A-(i), B-(ii), C-(iii)	(b)	A-(ii), B-(iii), C-(i)
	 (c)	 A-(ii), B-(i), C-(iii)	(d)	A-(iii), B-(i), C-(ii)
	 53.	 Windows esa Screen Saver dk izrh{kk le; gksrk gS&

	 (a)	 ?kaVksa esa	 (b)	feuV esa
	 (c)	 lsosaQM esa	 (d)	feyh lsosaQM esa
	 54.	 foaMkst 11 esa] iQkby ,DlIyksjj dks •ksyus osQ fy, vki vius 

dhcksMZ ij ------------- nck ldrs gSaA
(a)	 Windows logo key + F
(b)	 Windows logo key + E
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(c)	 Windows logo key + W
(d)	 Windows logo key + O

	 55.	 Microsoft Windows dk igyk laLdj.k Fkk&

	 (a)	 Windows XP	 (b)	Windows 1.0
	 (c)	 Windows 95	 (d)	MS DOS
	 56.	 Windows esa czkmtj esa lgstdj fdlh Hkh ilanhnk Website dks 

nksckjk rqjar Access djus dk rjhdk gS&

	 (a)	 oSQ'k eSeksjh	 (b)	oqQdht
	 (c)	 cqdekoZQ	 (d)	czkmtj fgLVªh
	 57.	 oaQI;wVj dks 'kq: djrs le;] OS osQ Load gksus dh izfozQ;k dks 

dgrs gSa&
	 (a)	 Starting	 (b)	Booting
	 (c)	 Warming	 (d)	Loading
	 58.	 Windows OS fuEu esa ls ugha gS&
	 (a)	 16 Bit dk	 (b)	32 Bit dk
	 (c)	 64 Bit dk	 (d)	128 Bit dk

	 59.	 Windows esa F1 Key dk iz;ksx fd;k tkrk gS&
	 (a)	 Task eSustj dks Open djus osQ fy,
	 (b)	 Run dks Open djus osQ fy,
	 (c)	 Help esuw dks Open djus osQ fy,
	 (d)	 On screen dhcksMZ Open djus osQ fy,
	 60.	 Windows esa fdlh Program dks can djus dh 'kkWVZdV Key 

gS&
	 (a)	 Esc + F1	 (b)	Alt + F4
	 (c)	 Ctrl + F10	 (d)	Shift + Esc
	 61.	 Windows OS esa LVkVZ esuw dks Show/Hide djus dh 'kkWVZdV 

Key gS&
	 (a)	 Ctrl + Alt	 (b)	Ctrl + Tab
	 (c)	 Ctrl + Esc	 (d)	Ctrl + Break
	 62.	 fuEufyf[kr esa ls dkSu lk izksxzke Window XP esa iQkbyksa vkSj 

iQksYMjksa dk izca/u djus esa enn djrk gS\
(i)	 foaMkst iQkby ,DlIyksjj (Window File Explorer)
(ii)	baVjusV czkmtj (Internet Browser)
(iii)	gsYi (Help)
(iv)	izksxzke iQkbYl (Program Files)
(a)	 osQoy i vkSj ii	 (b)	osQoy iii
(c)	 osQoy i	 (d)	osQoy i vkSj iii

	 63.	 foaMkst dks Safe Mode esa cwV djkus osQ fy, dkSu&lh oaqQth dk 
iz;ksx fd;k tkrk gS\

	 (a)	 F8	 (b)	F1
	 (c)	 F2	 (d)	F9
	 64.	 Windows esa oaQI;wVj dks fjizsQ'k djus dh 'kkWVZdV key gS&
	 (a)	 F1	 (b)	F2
	 (c)	 F5	 (d)	F1
	 65.	 fuEufyf[kr esa ls xyr okD; dks pqfu,A

	 (a)	 Delete dh xbZ iQkby dks Recycle Bin esa <w¡< ldrs gSaA

	 (b)	 Delete gqbZ egRoiw.kZ iQkby dks Recycle Bin ls Restore 
dj ldrs gSaA

	 (c)	 iQkby dks Delete djosQ Recycle Bin esa Hkstdj izQh 
Space dks c<+k ldrs gSaA

	 (d)	 Recycle Bin esa Right Click djosQ Empty/Restore 
dj ldrs gSaA

	 66.	 fuEu esa ls dkSu&lk ,d ,IyhosQ'ku lkWÝVos;j ugha gS\

	 (a)	 foaMkst&NT	 (b)	foaMkst ehfM;k Iys;j
	 (c)	 oMZ iSM	 (d)	Winamp
	 67.	 Windows dk dkSu&lk izksxzke Icons ;k Folders dks O;ofLFkr 

djus dk dke djrk gS\

	 (a)	 Windows Explorer	(b)	Windows Accessories
	 (c)	 MS Office	 (d)	Control Panel
	 68.	 ist iQkYV dc gksrk gS\

	 (a)	 fdlh fo'ks"k ist esa =kqfV gksus ij

	 (b)	 tc izksxzke ,sls ist dh fMekaM djs tks fd eq[; eseksjh esa u 
gks

	 (c)	 tc izksxzke esu eseksjh osQ ist esa igq¡ps
	 (d)	 tc izksxzke fdlh nwljs izksxzke osQ ist esa igq¡ps

	 69.	 vf/dka'k foaMkst ,fIyosQ'ku esa dkWih osQ fy, dh&cksMZ 'kksVZ dh oSQls 
gksrh gS\

	 (a)	 Ctrl +V	 (b)	Ctrl +C
	 (c)	 Ctrl +X	 (d)	Ctrl +Z
	 70.	 foaMkst gS&

(a)	,d oMZ izkslsflax flLVe

(b)	,d ohfM;ks xse

(c)	,d izdkj dk vkWijsfVax flLVe
	 (d)	 ekWfuVj fMLIys flLVe
	 71.	 'kkVZdV oqaQth Alt + Enter dk mi;ksx fuEu esa ls fdlosQ fy, 

fd;k tkrk gS\
	 (a)	 ,d izksxzke ls nwljs izksxzke ij tkus gsrq

	 (b)	 Selected vkbVe dh Properties ns[kus osQ fy,
	 (c)	 czkmtj esa Downloads [kksyus osQ fy,
	 (d)	 System dks Force Shutdown djus osQ fy,

	 72.	 ------------- ,d best gksrh gS] tks daI;wVj dks oqQN le; osQ fy, 
fuf"Ø; NksM+ nsus ij LØhu ij vk tkrh gSA

(a)	 Wallpaper (okWyisij)
(b)	 Screen Saver (LozQhu lsoj) 
(c)	 Shortcut Menu ('kkWVZdV esU;w)

(d)	 System Tray (flLVe Vªs)
	 73.	 foaMkst esa fuEu esa ls dkSu&lk izksxzke iQkby vkSj iQksYMj dks eSust 

djrk gS\

	 (a)	 MS-Office	 (b)	Task Manager
	 (c)	 Windows Explorer	(d)	Control Pannel
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	 74.	 fdlh iQkby osQ uke esa fuEu esa ls dkSu&lk o.kZ (Character) 
Lohdk;Z ugha gS\

	 (a)	 ?	 (b)	*
	 (c)	 :	 (d)	mijksDr lHkh
	 75.	 Ctrl + Esc oqaQth osQ la;kstu dk mi;ksx fd;k tkrk gS&

	 (a)	 lHkh [kksys x, ,fIyosQ'ku dks can djus osQ fy,A

	 (b)	 orZeku esa [kksyh xbZ foaMks dks can djus osQ fy,A

	 (c)	 foaMkst LVkVZ cVu dks lfozQ; djus osQ fy,A

	 (d)	 orZeku esa [kksyh xbZ foaMks dks NksVk djus osQ fy,

	 76.	 foaMkst 'kq: djrs le; dkSu&lk eksM Mªkbojksa osQ U;wure lsV dks 
yksM djrk gS\

	 (a)	 lsiQ eksM	 (b)	ukeZy eksM
	 (c)	 oh th , eksM	 (d)	usVooZQ eksM
	 77.	 BIOS fuEu esa ls fdlesa jgrk gS&

	 (a)	 RAM	 (b)	ROM
	 (c)	 CPU	 (d)	Cache Memory
	 78.	 fuEufyf[kr esa ls fdl oaqQthiVy 'kWkVZdV dk mi;ksx foaMkst 

,DlIyksjj [kksyus osQ fy, fd;k tk ldrk gS\

	 (a)	 foaMkst dh + W	 (b)	foaMkst dh + R
	 (c)	 foaMkst dh + E	 (d)	foaMkst dh + X
	 79.	 fuEufyf[kr esa dkSu&lk dh&cksMZ 'kkWVZdV Window 10 gkse LozQhu 

p;fur oLrq osQ fy, izkWiVhZ [kksyrk gS\
	 (a)	 Alt+ Shfit + Spacebar
	 (b)	 Ctrl + Enter

	 (c)	 Ctrl + Shift + Spacebar
	 (d)	 Alt + Enter
	 80.	 ______mi;ksfxrk dh ,d lwph çnf'kZr djrk gS tks daI;wVj flLVe 

dks dkWfUiQxj djrk gS vkSj lkWÝVos;j vkSj gkMZos;j LFkkfir djrk gSA
	 (a)	 Control Panel
	 (b)	 Run
	 (c)	 Help and Support
	 (d)	 Taskbar
	 81.	 fuEu esa ls vki fdl çksxzke (Program) dks foaMkst 10 esa 

vu&buLVkWy (Uninstall) dj ldrs gSaA

	 (a)	 Setting = > Apps & Services
	 (b)	 Control Panel = > Program => Program & 

Features
	 (c)	 Taskbar
	 (d)	 (a) vkSj (b) nksuksa
	 82.	 fuEufyf[kr esa ls dkSu&lk dhcksMZ 'kkWVZdV foaMkst vkWijsfVax flLVe 

esa Start Menu ykWUp djsxk\
	 (a)	 Windows (foaMkst)
	 (b)	 Esc (LosQi)
	 (c)	 Backspace (cSdLisl)
	 (d)	 Home (gkse)
	 83.	 foaMkst 11 osQ iQkby ,DlIyksjj esa] fuEufyf[kr esa ls fdl VSc esa 

Hidden Items fodYi 'kkfey gksrk gSa\
	 (a)	 Home	 (b)	View
	 (c)	 Share	 (d)	File

1. (b) 2. (c) 3. (b) 4. (a) 5. (c) 6. (d) 7. (a) 8. (d) 9. (b) 10. (b)
11. (c) 12. (b) 13. (b) 14. (d) 15. (d) 16. (b) 17. (d) 18. (a) 19. (d) 20. (c)
21. (c) 22. (b) 23. (a) 24. (c) 25. (a) 26. (b) 27. (c) 28. (b) 29. (d) 30. (c)
31. (d) 32. (b) 33. (d) 34. (c) 35. (a) 36. (d) 37. (c) 38. (c) 39. (b) 40. (b)
41. (d) 42. (c) 43. (d) 44. (b) 45. (a) 46. (d) 47. (c) 48. (a) 49. (a) 50. (c)
51. (a) 52. (b) 53. (b) 54. (b) 55. (b) 56. (c) 57. (b) 58. (d) 59. (c) 60. (b)
61. (c) 62. (c) 63. (a) 64. (c) 65. (c) 66. (a) 67. (a) 68. (b) 69. (b) 70. (c)
71. (b) 72. (b) 73. (c) 74. (d) 75. (c) 76. (a) 77. (b) 78. (c) 79. (d) 80. (a)
81. (d) 82. (a) 83. (b)

mRrjekyk
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Microsoft
Microsoft fo'o dh lcls cM+h lkWÝVos;j dEiuh gSA
laLFkkid & fcy xsV~l & ikWy ,yu
LFkkiuk & 4 April 1975
eq[;ky; & jsMeaM (okaf'kxVu, vesfjdk)

CEO – lR; uMsyk
Microsoft Office

	� ekbØkslkWÝV vkWfiQl dk vkfo"dkj o"kZ 1988] esa 
ekbØkslkWÝV daiuh us fd;k FkkA

	� eq[; :i ls ;g ,d iSosQt gS] tks fofHkUu çdkj osQ 
lkWÝVos;j osQ laxBu ls cuk gSA

Microsoft Package: ;g ,d Application Software gS tks 
,d lewg esa dke djrk gS blosQ vUrxZr vkus okys lkWÝVos;j&

	1.	 M.S. Word - oMZ izkslsflax esa mi;ksx djus osQ fy,A

	2.	 M.S. Excel - eSFksesfVdy oSQyoqQys'ku osQ fy,A

	3.	 M.S. Power Point - izLrqfrdj.k osQ fy,A

	4.	 M.S. Access - MsVkcsl cukus osQ fy,A
	5.	 M.S. Outlook - bZesy izca/u] oSQysaMj] laioZQ izca/u osQ fy,A
	7.	 M.S. One Note - uksV cukus osQ fy,A
	6.	 M.S. Publisher - if=kdk] U;wtysVj] iksLVj] cSuj cukus osQ fy,A

	8.	 M.S. One Drive (iwoZ esa Sky Drive) - iQkbysa vkWuykbu 
laxzfgr] lk>k djus osQ fy,A

	9.	 Skype - ohfM;ks] vkWfM;ks dkWfyax vkSj dkWUizsQflax] LozQhu 'ks;fjax osQ 
fy,A

Word Processing Software
	� ,sls lkWÝVos;j ftudk ç;ksx djosQ vki dksbZ dgkuh Vkbi dj losaQ] 
egRoiw.kZ uksV~l cuk losQ] ç'u&i=k rS;kj dj losaQ] dksbZ fdrkc Vkbi 
dj losaQ os lkWÝVos;j oMZ çkslsflax lkWÝVos;j dh Js.kh esa vkrs gSaA ;s 
lkWÝVos;j VsDLV iQkby cukus dk eq[; dke djrs gSaA

List of Word Processing Softwares
	1.	 Microsoft Word	 2.	 WordPad
	3.	 Notepad 	 4.	 Lotus Word Pro
	5.	 WordPerfect	 6.	Apple Pages
	7.	 Google Docs	 8.	 Open Office Word

M.S. Word
Microsoft Word 1.0 Launched in October 1983

	� bls fjpMZ czkWMh vkSj pkYlZ fleksuh }kjk fodflr fd;k x;k FkkA
	¡ M.S. Office – 95
	¡ M.S. Office – 97
	¡ M.S. Office – 2000
	¡ M.S. Office – XP
	¡ M.S. Office – 2003

		 uksV& 2003 rd MS WORD dk Extension Name (.doc) Fkk 
ysfdu 2003 osQ ckn ls (.docx) rFkk ekbozQkslkWÝV oMZ esozQks vkèkkfjr 
MkWD;wesaV (.docm) n'kkZ;k tkrk gSA

	¡ M.S. Office – 2007
	¡ M.S. Office – 2010
	¡ M.S. Office – 365 (;g ,d Subscription Based lkWÝVos;j 
gS)

	¡ M.S. Office – 2013
	¡ M.S. Office – 2016
	¡ M.S. Office – 2019
	¡ M.S. Office – 2021 (Launch - 05 October 2021)
	¡ M.S. Office – 2024 (Launch - 01 October 2024) 

Microsoft Word
	� ,e-,l- oMZ ,d çdkj dk oMZ çkslsflax lkWÝVos;j gS] ftldk ç;ksx 
MkWD;wesaV cukus] mles cnyko djus] MkWD;wesaV fçafVax djus mlesa 
,fMfVax djus] Vkbfiax djus] ihMh,iQ cukus vkSj MkWD;wesaV lso djus 
osQ fy, bLrseky gksrk gSA

	� blosQ }kjk dksbZ ysVj] ,IyhosQ'ku] ,Xtke isij] ihMh,iQ] fjT;we] cqDl 
cukus] fjiksV~lZ cukus] buokWbl cukus vkfn lHkh oMZ lEcaf/r iQkby 
rS;kj gks ldrh gSA

How to Open Microsoft Word
Open Start Menu → MS OFFICE → MS WORD
Open From Task Bar, Open from Search Bar → MS 
Word 

Open By Run Command
Window + R → type - WINWORD → Enter

4 ekbozQkslkWÝV oMZ
Microsoft Word
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Title Bar in MS Word / Excel / Power Point
	� ;g Word/Excel/Power Point dh lcls Åijh iêðh gksrh gS bl 
ij ,IyhosQ'ku dk uke o iQkby dk uke (ftl uke ls lso dh gS) 
'kks gksrk gSA tc gesa ,e-,l- oMZ],Dlsy] ikWojikWbaV 2003/2007/
2010/2013/2016/2019/2021/365/2024 dks vksiu djrs gSa rks 
LØhu ij lcls Åij VkbVy ckj fn•kbZ nsrk gSA

	� VkbVy ckj osQ nkb± vksj Minimize, Maxmize/Restore vkSj 
Close cVu gksrs gSaA

	� VkbVy ckj ij yxkrkj nks ckj fDyd djus ls foaMks dk vkdkj vf/d 
;k blosQ fiNys vkdkj esa iquLFkkZfir gks tkrk gSA
Quick Access Toolbar > File Name > Application Name	
Window Menu > Minimize > Maximize > Close Button

Quick Access Toolbar:
	� ,e,l&oMZ esa fDod ,Dlsl Vwyckj esa 
fMiQkWYV :i ls lso] vuMw] jhMw cVu 
gksrs gSaA ge fDod ,Dlsl Vwyckj ij 
vkSj Hkh cVu yxk ldrs gSaA

	� fDod ,Dlsl Vwyckj ij 'kks fcyks n fjcu osQ fy, ,d fcanquqek 
fodYi gksrk gS ftl ls ge fjcu dks gkbZM vkSj vugkbZM dj ldrs 
gSaA

Undo: dh gqbZ xyrh dks lq/kjus osQ fy, @ fd;s gq, dke dks okil 
igys tSlk djus osQ fy,A

Redo: mlh xyrh dks fjihV djus osQ fy, @ Undo ls tks 
dke cnyk gS mls igys tSlk djus osQ fy,A
Collapse the Ribbon: fjcu dks gkbM djus osQ fy,
Save: fd;s gq, dke dks lso djus osQ fy,A
Minimize: •qyh gqbZ iQkby] iQksYMj ;k lkWÝVos;j dks uhps 
VkLd ckj esa djus osQ fy,A
Maximize/Restore: fefuekbt dh gqbZ iQkby@iQksYMj dks iwjs ist 
ij ;k jhLVksj djus osQ fy,A
Close: •qyh gqbZ iQkby] iQksYMj@lkWÝVos;j dks can djus osQ fy,A

Menu Bar / Ribbon Tab

	� ,IyhosQ'ku osQ 'kh"kZre {ks=k dks lanfHkZr djrk gS] ftlesa ,e-,l- oMZ] 
,Dlsy] ikWoj ikWbaV esa miyC/ esU;w vkbVe vkSj Vwyckj 'kkfey gksrs 
gSaA ;g VkbVy ckj osQ Bhd uhps miyC/ gksrk gSA

Status Bar

	� ;g ,e-,l- oMZ esa uhps dh vksj gksrk gS blosQ ckb± rjiQ MkWD;wesaV ls 
lEcaf/r tkudkjh (ist] 'kCn] Hkk"kk) vkfn o nkb± rjiQ tYnh ls twe 
djus osQ fy, Iyl] ekbul fpÉ gksrs gSa] o ist osQ O;w dks cnyus osQ 
fy, View Buttons gksrs gSaA

Scroll Bar
	� bldk ç;ksx orZeku foaMks@ ist dks Åij uhps djus osQ fy, fd;k 
tkrk gS LØksy ckj nks çdkj osQ gksrs gSa
(i) Horizontal Scroll Bar
(ii) Vertical Scroll Bar

Vertical Ruler
Horizontal Ruler

Ruler
	� ;g ,d ykbu osQ baMsaVs'ku dks cnyus esa enn djrk gSA
	� ;g MkWD;wesaV istksa osQ ekftZUl dks fu;af=kr djus esa enn djrk gSA

	� ;g VSCl dks lsV djus esa enn djrk gSA
Ruler nks izdkj osQ gksrs gSaA
Vertical Ruler – lcls ckb± vksj
Horizontal Ruler – fjcu VSc xzqi osQ uhps
Horizontal Ruler: bldk ç;ksx ck,¡ ls nk,¡ ekftZu dks lsV djus 
osQ fy, djrs gSaA o Vscy osQ dkWye dh pkSM+kbZ dks c<+kus o ?kVkus 
osQ fy, djrs gSaA
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Vertical Ruler: bldk ç;ksx VkWi vkSj ckWVe ekftZu dks lsV djus 
osQ fy, fd;k tkrk gS o Vscy dh jks dh ÅapkbZ dks c<+kus osQ fy, 
fd;k tkrk gSA

By Default Name Save

	� ,e-,l- oMZ osQ u, MkWD;wesaV dk fMiQkWYV uke Document 1 gksrk 
gSA

	� ,e-,l- oMZ vLFkk;h uke osQ lkFk Document 1 osQ :i esa ,d 
u;k MkWD;wesaV vksiu gksrk gSA

Cursor

	� bls bal'kZu ikWbaVj Hkh dgrs gSaA ;g fdlh VsDLV osQ çkjfEHkd fcanq 
dks n'kkZrk gSA dlZj ftl LFkku ij gksxk] mlh LFkku ij dksbZ VsDLV 
Vkbi gksxkA

	� MS Word esa Randomly VsDLV dks ysus osQ fy, =RAND() 
dekaM dk ç;ksx djrs gSaA

Select Text

	� ,e- ,l- oMZ esa fdlh 'kCn dks flysDV djus osQ fy, ml 'kCn ij 
Mcy ysÝV fDyd djrs gSaA

	� ,e- ,l- oMZ esa fdlh iSjkxzkiQ dks flysDV djus osQ fy, ml iSjkxzkiQ 
ij rhu ckj ysÝV fDyd djrs gSaA

	� Ctrl + Mouse Cursor: d.Vªksy cVu dh lgk;rk ls ge nwj&nwj 
osQ VsDLV dks Hkh ,d ckj esa flysDV dj ldrs gSa

	� Shift + Mouse Cursor: f'kÝV cVu dh lgk;rk ls ge vius 
ekStwnk dlZj ls tgk¡ ij Hkh fDyd djsaxs ogka rd dk VsDLV flysDV 
gks tk;sxk@yxkrkj VsDLV dks flysDV djus osQ fy,A

	� Ctrl + Left Click: ,e-,l- oMZ esa fdlh okD; dks flysDV djus 
osQ fy,A

	� MS Word esa F8 cVu dk mi;ksx VsDLV dks flysDV (p;u) djus 
osQ fy, fd;k tkrk gSA

	� ;g cVu p;u çfØ;k dks lqfo/ktud cukrk gS vkSj bls oqQN pj.kksa 
esa bLrseky fd;k tk ldrk gS%
F8 dks nckuk% F8 cVu nckus ij p;u eksM lfØ; gks tkrk gS] 
ftlls vki dhcksMZ dk mi;ksx djosQ VsDLV dks flysDV dj ldrs gSaA
foLrkfjr p;u% ,d ckj F8 nckus osQ ckn] 'kCn dk p;u djus osQ 
fy, dhcksMZ osQ Arrow keys dk mi;ksx dj ldrs gSaA
okD; dk p;u% nks ckj F8 nckus ij iwjs okD; dk p;u gks tk,xkA
iSjkxzkiQ dk p;u% rhu ckj F8 nckus ij iwjk iSjkxzkiQ flysDV gks 
tk,xkA
iwjk MkWD;wesaV% vxj pkj ckj F8 nck;k tk,] rks iwjs MkWD;wesaV dk 
p;u gks tk,xk
Home: dlZj dks ekStwnk ykbu dh 'kq#vkr esa ys tkus osQ fy,A
End: dlZj dks ekStwnk ykbu osQ var esa ys tkus osQ fy,A

Ctrl + Home: dlZj dks MkWD;wesaV osQ 'kq:vkr esa ys tkus osQ fy,A

Ctrl + End: dlZj dks MkWD;wesaV osQ var esa ys tkus osQ fy,A

Backspace: dlZj osQ ckb± vksj osQ oSQjsDVj dks gVkus osQ fy,A

Delete: dlZj osQ nkb± vksj osQ oSQjsDVj dks gVkus osQ fy,A

Ctrl + Backspace: dlZj osQ ckb± vksj osQ 'kCn dks feVkus osQ 
fy,A

Ctrl + Delete: dlZj osQ nkb± vksj osQ 'kCn dks feVkus osQ fy,A
Page Up: dlZj dks ,d LØhu Åij ys tkus osQ fy,A

Page Down: dlZj dks ,d LØhu uhps ys tkus osQ fy,A

Shift + Left Arrow Key: dlZj osQ ckb± vksj osQ oSQjsDVj dks 
flysDV djus osQ fy,A

Ctrl + Shift + Left Arrow Key: dlZj osQ ckb± vksj osQ 'kCn 
dks flysDV djus osQ fy,

Shift + Right Arrow Key: dlZj osQ nkb± vksj osQ oSQjsDVj dks 
flysDV djus osQ fy,A

Ctrl + Shift + Right Arrow Key: dlZj osQ nkb± vksj osQ 'kCn 
dks flysDV djus osQ fy,A

Ctrl + Shift + Home: ekStwnk dlZj ls MkWD;wesaV dh 'kq#vkr rd 
osQ VsDLV dks flysDV djus osQ fy,A

Ctrl + Shift + End: ekStwnk dlZj ls MkWD;wesaV osQ var rd osQ 
VsDLV dks flysDV djus osQ fy,A

Ctrl + Shift + Up Arrow ↑: ekStwnk dlZj ls ihNs osQ iwjs 
iSjkxzkiQ dks flysDV djus osQ fy,A

Ctrl + Shift + Down Arrow ↓:  ekStwnk dlZj osQ vkxs osQ iwjs 
iSjkxzkiQ dks flysDV djus osQ fy,A

Ctrl + Right Arrow Key →: dlZj dks ,d 'kCn nkb± vksj ys 
tkus osQ fy,A

Ctrl + Left Arrow Key ←: dlZj dks ,d 'kCn ckb± vksj ys 
tkus osQ fy,A

Ctrl + Up Arrow Key ↑: dlZj dks ,d iSjkxzkiQ Åij ys tkus 
osQ fy,A

Ctrl + Down Arrow Key ↓: dlZj dks ,d iSjkxzkiQ uhps ys 
tkus osQ fy,A

Red Line: ;fn Vkbi fd;s x, iSjkxzkiQ esa ;k 'kCn esa dksbZ 
Spelling Error gS rks yky jax dh ykbu mlosQ uhps vk tkrh gSA

;fn fdUgha nks 'kCnksa dks yxkrkj nks ckj fy• nsrs gSa rks ckn okys 'kCn 
osQ uhps yky ykbu vk;sxhA

Green Line: ;fn Vkbi fd;s x, iSjkxzkiQ esa ;k ykbu esa 
Grammar Error gS] rks 'kCn osQ uhps gjs jax dh ykbu vk tkrh gSA

Blue Line: tc Grammar & Spelling nksuksa Error ,d lkFk 
gksa rks Cyw ykbu vkrh gSA

Home Menu

	� tc ,e-,l- oMZ@,Dlsy@ikoj ikWbaV dks vksiu fd;k tkrk gS rks 
fMiQkWYV :i ls Home Menu vksiu gks tkrk gSA

Join Telegram: @apna_library

Sea
rch

 O
n T

G: @
ap

na
_p

df



42

oaQI;wVjjkstxkj ifCyosQ'ku

Office Button/File Button
	� Office cVu MS Word 2007 foaMks osQ 
Åijh&ck,¡ dksus ij fLFkr gSA

	� vkWfiQl cVu dks MS Word 2010 esa 
iQkby cVu ls cny fn;k x;kA rc ls lHkh 
otZu esa iQkby VSc gh feyrk gSA

	� File cVu MS Word 2010, 2013, 2016, 2019, 2021 foaMks osQ 
Åijh&ck,¡ dksus ij fLFkr gSA Ribbon esa 
fcYoqQy ckb± vksjA

MS Word: MS Word esa fuEu Tab gksrs gSA File, Home, 
Insert, Draw, Design, Layout, References, Mailings, 
Review, View, Help.

	� Design Menu Introduced in MS Word 2013
	� Draw Menu Introduced in MS Word 2016

Alt + F = File Alt + K = Transition (in 
PowerPoint)

Alt + H = Home Alt + G = Design
Alt + W = View Tab Alt + P = Layout
Alt + N = Insert Alt + S = References
F1 = Help Alt + M = Mailings (In Word)
Alt+R = Review Alt + JI = Draw

File/Office Button in MS Word/Excel/Power 
Point/Access

New: u;k ist ;k ubZ iQkby ysus 
osQ fy,A
Open: lso fd;s gq, dke ;k lso 
dh gqbZ iQkby igys ls ekStwn iQkby 
dks •ksyus osQ fy,A
Info: viuh iQkby dh bUiQkseZs'ku 
ysus osQ fy,A
Save: vius fd;s gq, dke@cukbZ x;h iQkby dks lqjf{kr (Save) 
djus osQ fy,A

Save As: ,d gh iQkby dks vyx@u, uke ls lso djus osQ fy,@,d 
iQkby dks nwljs LFkku ij lqjf{kr (Save) djus osQ fy,A

Print – Print Command nsus osQ fy,A
Print Preview– fçaV fudkyus ls igys 
vius dk;Z dks ns•us osQ fy, fd fçaV oSQlk 
fudysxkA

Share – iQkby dks 'ks;j djus osQ fy,A
Export – To change the file type/To 
change file in to pdf
Close – iQkby dks can djus osQ fy, A

Print
Printer – ftl fçaVj ls fçaV fudkyuk gS mls flysDV djus osQ 
fy,A
Copies – ,e,l&oMZ esa ,d ist dh By default 01 dkWih fçaV 
gksrh gS] ,d ist dh ,d ls vf/d dkWih fçaV djus osQ fy, fçaV 
vkWI'ku esa Copies esa ftruh dkWih fudkyuh gS oks la[;k fy•uh 
gksxhA
Print All Pages – MkWD;wesaV esa ftrus ist gS lcdks fçaV djus 
osQ fy, A
Print Selection – fliZQ flysDV fd, gq, fgLls dks fçaV djus 
osQ fy,A
	Print Current Page – ftl ist ij orZeku esa ekStwn gSa fliZQ 
mls fçaV djus osQ fy,
Custom Print – ,e,l&oMZ esa osQoy fof'k"V istksa dks pquus osQ 
fy, fçaV lsfVaXl osQ dLVe fçaV fodYi dk mi;ksx fd;k tkrk gSA
Print One Sided – ist ij ,d gh rjiQ fçaV djus osQ fy,A
	Print Both Sided – ist ij nksuksa rjiQ (vkxs ihNs fçaV djus osQ 
fy,)A
Collated – ,d ist dh ,d ls vf/d 
dkWih gksus ij igys ,d lsV iwjk fudysxk 
fiQj mlosQ ckn nwljk lsV fudysxkA

1,2,3 / 1,2,3 / 1,2,3
Uncollated – çR;sd ist dh ftruh 
dkWih fudkyh gS oks ,d lkFk gksdj fudysaxh] lsV osQ vuqlkj ughaA

1,1,1 / 2,2,2 / 3,3,3
Orientation – Page Orientation dks psat djus osQ fy,A

Page Size – Page Size dks flysDV djus osQ fy,A

Margins – ist dh ekftZUl lsV djus osQ fy,A

Zoom –fçaV vkWI'ku dks •ksyus ij uhps 
nkb± rjiQ Iyl ekbul osQ fpÉ ls twe bu 
twe vkmV dj ldrs gSaA
Page Per Sheet – ,d ist ij ,d ls vf/d ist fçaV djus 
osQ fy,A
	Page Setup – ist dks lsV djus osQ fy,A
To Cancel a Print – lcls igys 
VkLd ckj esa nkb± vksj fçaVj vkbdu ij 
fDyd djsa fiQj ftl fçaV dks oSaQfly djuk 
gS mls flysDV djosQ jkbZV fDyd djosQ 
oSaQfly fçaV djrs gSA

Home Tab

Clipboard

	� fDyicksMZ dk vkWI'ku gkse esuw@fjcu esa ik;k 
tkrk gSA

	� fDyicksMZ esa ge mu VsDLV ;k xzkfiQDl 
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(fp=k]'ksi) dks laxzghr djrs gSa] ftUgsa ge dgha ls dV ;k dkWih 
djrs gSa] o fiQj mUgsa fdlh vU; iQkby ;k LFkku ij isLV djus dh 
lqfo/k nsrk gSA

fDyicksMZ esa vf/dre 24 jhlsaV vkbVe 'kks gksrs gSaA
Clipboard – Window + V 
Paste All –  lHkh 24 vkbVe dks isLV djus osQ fy,A
Clear All – Clipboard dks fDy;j djus osQ fy,A

Clipboard Cut, Copy, Paste, Format Painter
Font Font, Font Size, Increase-Decrease Font 

Size, Bold, Italic, Underline, Strikethrough, 
Change Case, Text Effect&Typography, 
Text Highlight Color, Font Color, Remove 
All Formatting

Paragraph Bullets, Numbering, Multilevel List, Left 
– Right – Center – Justify Alignment, 
Line & Spacing, Increase & Decrease 
Indent, Shading, Borders, Sort, Show/Hide 
Paragraph Sign

Styles Create a Styles, Apply Styles, Clear 
Formatting

Editing Find, Advanced Find, Replace, go to, Select 
(Select All, Select Objects, Selection Pane)

Cut – bldh lgk;rk ls ge VsDLV] MkWD;wesaV fp=k] 'ksi vkfn dks 
dV dj ldrs gSaA

fdlh VsDLV ;k vkWCtsDV (fp=k] vkÑfr) dks ,d LFkku ls gVkdj 
nwljs LFkku ij igqapkus osQ fy,

Copy – bldh lgk;rk ls ge VsDLV] MkWD;wesaV fp=k] 'ksi vkfn dks 
dkWih dj ldrs gSaA
dkWih ls VsDLV ;k vkWCtsDV tks Hkh dkWih fd;k gS oks ekStwn jgsxk mlosQ 
lkFk isLV djus ij mldh ,d nwljh çfr cu tk,xhA 
Paste – bldh lgk;rk ls ge dV ;k dkWih fd;s gq, fp=k] 'ksi ;k 
VsDLV dks isLV dj ldrs gSaA
Paste Special – Alt + Ctrl + V 
Keep Source Formatting(K) – tSlk dkWih fd;k gS iwjk oSlk 
isLV Alt + H + V + K
Merge Formatting(M) – blesa VsDLV dk dyj isLV ugha gksxk 
Alt + H + V + M 
Picture(U) – tks Hkh dkWih fd;k gS mls best osQ :i esa isLV djus 
osQ fy, Alt + H + V + U
Keep Text Only(T) – fliZQ VsDLV isLV djus osQ fy, Alt + 
H + V + T
Format Painter – iQkseZsV isaVj dh lgk;rk ls ge fdlh VsDLV 
dk iwjk iQkseZsV dkWih dj ldrs gSa Ex– Font Size, 
Font Color, Text Highlight Color, Bold, 
Italic, Underline 
Format Copy – Ctrl + Shift + C
Format Paste – Ctrl + Shift + V
iQkseZsV isaVj ij fDyd djus ls dlZj cz'k osQ :i esa dUoVZ gks tkrk gSA

Font Group Command
	� Font Group Command, 
Home Menu osQ varxZr ikbZ tkrh 
gS blosQ }kjk ge VsDLV (ys•) ij 
fofHkUu çdkj osQ cnyko dj ldrs gSaA
Font Strikethrough Change Case
Font Size Subscript Text Highlight Color
Bold Superscript Font Color
Italic Increase Font Clear All Formatting
Underline Decrease Font Text Effect&Typography

Font – iQkWUV osQ Lo:i esa oqQN ekud ifjorZu fy•s gq, VsDLV dh 
LVkby esa cnyko djus osQ fy,] fdlh 
VsDLV dks vyx vyx iQkWUV esa fy•k tk 
ldrk gSA

Font Shortcut Key – Ctrl + Shift + F
Font Size – iQkWUV lkbt dekaM dk ç;ksx iQkWUV osQ vkdkj dks 
cnyus osQ fy, fd;k tkrk gSA
Font Size Shortcut Key – Ctrl + Shift + P
Unit of Font Size – Points
Font Size – 36 Points = 0.5 Inches

		   72 Point = 1 Inches
Minimum Font Size – 1
Maximum Font Size – 1638
Minimum Font Size in Drop Down Box/List – 8
Maximum Font Size in Drop Down Box/List – 72
Decreasing Font Size by One Point – Ctrl + [
Increasing Font Size by One Point – Ctrl + ]
Decreasing Font Size by Drop Down Box
� – Ctrl + Shift + < 
Increasing Font Size by drop down box
� – Ctrl + Shift + >
By Default Font in MS Word 97-2003
� – Times New Roman
By Default font Size in MS Word 97-2003
� – 12 Pt.
By Default font in MS Word 2007, 2010, 2013, 2016, 
2019, 2021, 365 – Calibri
By Default Font Size in MS Word 2007, 2010, 2013, 
2016, 2019, 2021, 365 – 11 Pt.

Bold – bldk ç;ksx VsDLV dks eksVk (mHkjk gqvk)@ xk<k fn•kuk gS 
;k gkbZykbZV :i esa djus osQ fy, fd;k tkrk gSA

Bold Shortcut Key – Ctrl + B
Italic – bldk ç;ksx VsDLV dks VsM+k (frjNk)@vkdf"kZr fn•kus osQ 
fy, fd;k tkrk gSA
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Italic Shortcut Key – Ctrl + I
Underline – bldk ç;ksx VsDLV osQ uhps vaMjykbu djus osQ fy, 
fd;k tkrk gSA
Single Underline Shortcut Key
		 Ctrl + U 
Double Underline Shortcut Key
			 Ctrl + Shift + D
Underline Without Space
			 Ctrl + Shift + W
Subscript – bldk ç;ksx VsDLV osQ uhps NksVs v{kj]la[;k]fpÉ dks 
fy•us osQ fy, fd;k tkrk gSA

H2O
Shortcut Key for Subscript – Ctrl + =
Superscript – bldk ç;ksx VsDLV osQ Åij NksVs v{kj] la[;k]fpÉ 
dks fy•us osQ fy, fd;k tkrk gSA

(A + B)2

Shortcut Key for Superscript –  Ctrl + Shift + +
Strikethrough – ,e,l oMZ esa bl lqfo/k dk mi;ksx fdlh 
nLrkost esa p;fur VsDLV ij ,d lh/h js•k •hapus osQ fy, fd;k 
tk ldrk gSA abc
Double Strike Through – For Two Lines nks js•k osQ fy,

Font Color – VsDLV ij dyj djus osQ fy, ge vyx vyx v{kj] 
ykbu] iSjkxzkiQ ij vius vuqlkj dksbZ Hkh dyj dj ldrs gSaA

Text Highlight Color –  VsDLV dks gkbZykbV djus osQ fy,A

Clear All Formatting – bldk ç;ksx fcuk iQkWeZsV okys VsDLV 
dks NksMdj lsysD'ku ls lHkh iQkWeZsfVax dks gVkus osQ fy,A

Text Effect & Typography – VsDLV dks vyx vyx bisQDV 
nsdj vkdf"kZr cukus osQ fy,A

Change Case – There are five type of change case 
1. Sentence Case – okD; dk igyk v{kj oSQfiVy
2. lowercase – lHkh v{kj Leky ysVj 
3. UPPERCASE – lHkh v{kj oSQfiVy 
4. �Capitalize Each Word – çR;sd 'kCn dk igyk v{kj oSQfiVy
5. �tOGGLE cASE – ;g yksvj osQl 

o.kks± dks vijosQl vkSj vijosQl o.kks± 
dks yksvjosQl esa ifjofrZr djus esa enn 
djrk gSA

Change Case Shortcut Key - Shift + F3

Examples– 
Change delhi police in UPPER CASE – DELHI POLICE 
Change target delhi police in Capitalize Each Word – 
Target Delhi Police
Change Delhi Police in tOGGLE cASE - dELHI pOLICE
For Open Font Dialog Box – Ctrl + D 
Strikethrough Double Strikethrough
Superscript Subscript
Small Caps All Caps
Hidden Font 
Font Style Size
Sample uewuk] Text Effect
Font Color Underline Style

Bullets&Numbering – bldk ç;ksx ,e-,l- oMZ esa VsDLV dks 
fcanqokj çnf'kZr djrs gq, fpÉksa dh lwph cukus 
osQ fy,

	� Be Strong
	� Be Positive
Numbering – bldk ç;ksx ,e ,l oMZ esa 
la[;k] vYiQkcsV dh ,d lwph cukus osQ fy, 
fd;k tkrk gSA
1. I will
	2. I Do
Multilevel List – bldk ç;ksx ,e-,l- oMZ esa la[;k] vYiQkcsV 
;k fpÉksa dh eYVhysoy fyLV cukus osQ fy, fd;k tkrk gS tSls fd 
,d gh ikWbaV osQ tc ,d ls vf/d ikWbaV gksrs gSa rc bldk ç;ksx 
fd;k tkrk gSA

	1.	 Target DP Constable / HCM / AWO TPO 
	1.1	Nothing is Impossible  
	1.2	Always help others
	1.3	y{; dks gj gky esa ikuk gS

Increase Indent – dlZj dks nkb± rjiQ vkxs ys tkdj lsV djus 
osQ fy,A
Decrease Indent – dlZj dks ckb± rjiQ ihNs ys tkdj lsV djus 
osQ fy,A
Shading – fy•s gq, VsDLV osQ ihNs cSdxzkmaM esa dyj djus osQ 
fy,A
Borders – fy•s gq, VsDLV dks ckWMZj nsus osQ fy,
Show/Hide – bls Show djus ls çR;sd 
iSjkxzkiQ osQ var esa iSjkxzkiQ Sign  fn•us yxrk 
gS] gkbM djus ij iSjkxzkiQ Sign  ugha fn•sxkA 

Line & Spacing – bldh lgk;rk ls ge nks ykbuksa] iSjkxzkiQ osQ 
chp osQ xSi (Space) dks lsV dj ldrs gSaA

	¡ Add space before paragraph 
	¡ Add space after paragraph
	¡ By default Line Space in 365,2010-2021 = 1.15
	¡ Apply Single spacing to the paragraph = Ctrl + 1
	¡ Apply Double spacing to the paragraph = Ctrl+ 2
	¡ Apply 1.5 Line Spacing to the paragraph = Ctrl+5
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	¡ Add or remove space before the paragraph = Ctrl + 0

Editing Group Command
Find	 Replace
Go To	 Select
Select All 	 Select Object
Find – 'kCn dks •kstus osQ fy;s /To find the word
Replace – 'kCn dks •kstdj cnyus osQ fy,
Go to – fdlh ykbu ist ;k iSjkxzkiQ ij tkus osQ fy,
Select – flysDV djus osQ fy,
Select All – iwjs Document dks flysDV djus osQ fy, Ctrl + A
Select Object – fdlh vkWCtsDV 'ksi best dks flysDV djus osQ 
fy,

Styles Group Command
Style Group: gkse esuw esa fLFkr gksrk gS] ftlesa igys ls gh oqQN 
iQkWUV LVkby lkbt vkfn dk lsV jgrk gS ftlls vki iQkW.V dk vkdkj 
lkbt rqjar cny ldrs gSaA bldk ç;ksx gsfMax cukus osQ fy, Hkh fd;k 
tkrk gS By Default - Normal Style

INSERT TAB

Pages	 Links
Tables	 Comments
Illustrations	 Header & Footer
Add-Ins	 Text
Media	 Symbols

Pages Group Command
Pages Group Command dk vkWI'ku ,e-,l- oMZ esa bUlVZ esuw@
fjcu esa fLFkr gksrk gSA

Cover Page – Document osQ iQLVZ ist dks doj ist esa dUoVZ 
djus osQ fy,

Blank Page – MkWD;wesaV esa u;k Cysad ist tksM+us osQ fy,A
Page Break – orZeku esa dlZj ekStwn gS ogka ls ist dks czsd 
djus@rksM+us osQ fy, blls dlZj osQ nkb± vksj dk MkVk vxys u;s ist 
ij igq¡p tkrk gSA

Page Break Shortcut – Ctrl + Enter 
Illustrations Group Command
		  Pictures, SmartArt, Shapes, Chart, Icons, Screenshot
		  3D Models (Add in MS Word 2019) 

Pictures – ,e,l oMZ esa fdlh 
fp=k dks bUlVZ djus osQ fy,A

Shapes – ,e,l oMZ esa vkÑfr 
cukus osQ fy,A

Icons – ,e,l oMZ esa vkbdu dks (iQksu esa 
beksth dh rjg) bUlVZ dj ldrs gSaA

3D Models – bl ij vki cgqr lkjs phtksa dks 
3D Access dj ldrs gSaA 3D Models lHkh pht 
dks ge vius eu eqrkfcd fdlh Hkh fn'kk esa 360° 
?kqek ldrs gSaA

SmartArt – bldh lgk;rk ls ge vius MkVk 
dks vPNs ls çLrqr djosQ dfBu phtksa dks vklkuh ls le> ldrs gSaA

List, Process, Cycle
Hierarchy, Relationship
Matrix, Pyramid, Picture
Chart – Mathematics, Science, Data Interpretation 
vkfn osQ xzkiQ cukus osQ fy, pkVZ dh lgk;rk ls MkVk dks vPNs ls 
le>k tk ldrk gSA 

Screenshot – viuh ekStwnk LØhu dk LØhu 'kkWV ysus osQ fy,A

Links Group Command

	� Links Group Command dk vkWI'ku 
bUlVZ esuw esa fLFkr gksrk gSA

	� Links – Add a hyperlink blosQ }kjk 
ge fdlh iQkby] best] ohfM;kss dk fyad 
viuh oMZ iQkby esa tksM+ ldrs gSaA

Ctrl + Click For Open a link in MS Word
Hyperlink Color – Blue 
Shortcut Key of Hyperlink = Ctrl + K
tc ge fdlh Hyperlink ij Ctrl Button nckdj dlZj ys tkrs 
gSa rks dlZj gkFk osQ :i esa ifjofrZr gks tkrk gSA
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Bookmark – fdlh MkWD;wesaV esa fof'k"V fcanq dks uke nsus osQ fy, 
cqdekoZQ dk ç;ksx djrs gSa
Bookmark Shortcut key - Ctrl + Shift + F5 
Bookmark Name – Minimum 1 & Maximum 40 
Letter, Number, Underscore (Space not Allowed)
Cross-Reference – bl fodYi dk mi;ksx 'kh"kZdksa] vkadM+ksa 
vkSj rkfydkvksa tSlh oLrqvksa dks lanfHkZr djus osQ fy, fd;k tkrk gSA

Comments

	� M.S Word esa Comments dk vkWI'ku bUlVZ esuw o~ 
fjO;w esuw nksuksa esa ik;k tkrk gSA bldk ç;ksx fdlh 'kCn 
ij desUV djus (dksbZ ,DLVªk tkudkjh) nsus osQ fy, fd;k 
tkrk gSA

Symbols Group Command
	� Symbols Group Command dk vkWI'ku bUlVZ esuw osQ varxZr 
fLFkr gksrk gSA
Symbols – MkWD;wesaV esa vyx&vyx çdkj osQ fpÉ 
flEcYl tksM+us osQ fy,
Equations – ,e,l oMZ esa Mathematical 
Calculations Vkbi djus osQ fy,] Equations cukus osQ fy, 
bldk ç;ksx fd;k tkrk gSA
Equations Shortcut Key – Alt + =
Examples – 3 1

2 + 59
3  – 48

6

Tables Group

Tables – VsDLV vkSj U;wesfjdy MsVk dks jks ,oa dkWye osQ ekè;e ls 
O;ofLFkr djosQ çLrqr djus osQ fy, Vscy dk ç;ksx fd;k tkrk gSA
Minimum Row-01		 Minimum Column - 01
Maximum Row-32767		 Maximum Column - 63

	� dkWye o jks dh la[;k le] fo"ke] 
HkkT;] vHkkT; gekjh lqfo/k vuqlkj 
lc gks ldrh gSA o Vscy osQ jks o 
dkWye dh yEckbZ ,oa pkSM+kbZ] :yj dh 
lgk;rk ls c<kbZ tk ldrh gSA
Row – Å¡pkb± dk fodYi - (Horizontal)
Column – pkSM+kbZ dk fodYi - (Vertical)
Cell – jks o dkWye osQ feyus ij @ dVku ls tks ckWDl curk gS 
,e,l oMZ esa] ,d Vscy esa ,d lsy gks ldrk gSA lsy esa MsVk ntZ 
fd;k tkrk gS
Merge Cells – tc nks ;k nks ls vf/d lsy dks feykdj ,d 
lsy cukbZ tkrh gSA 
Split Cells – tc ,d lsy dks nks ;k nks ls vf/d Hkkxksa esa ckaVk 
tkrk gSA
Split Tables – ;g fodYi rkfydkvksa dks nks rkfydkvksa esa 
foHkkftr djus dh vuqefr nsrk gS

Tables
Insert -> Tables -> Table -> Insert Table
1. Insert Table
2. Draw Table

3. Convert Text to Table
4. Excel Spreadsheet
5. Quick Tables
Insert Table – blesa ge dkWye o jks dh la[;k ls Mk;jsDV Vscy 
cuk ldrs gSaA

Draw Table – bl ij fDyd djus ls dlZj isfUly esa dUoVZ gks 
tkrk gSA o ge Lo;a vius vuqlkj yEckbZ pkSM+kbZ osQ fglkc ls Vscy 
cuk ldrs gSaA

Convert Text to Table – fy•s gq, VsDLV dks Vscy osQ :i 
esa dUoVZ djus osQ fy,A

Excel Spreadsheet – ,e,l oMZ esa ,e,l&,Dlsy vksiu 
djosQ oqQN le; osQ fy, dke djuk o Dyksl dj nsus ls og Vscy 
,e,l oMZ esa gh jgsxh blesa oqQN cnyko djus osQ fy, ml Vscy ij 
Mcy ysÝV fDyd djus ls og iqu% ,fDVo gks tk;sxhA

Quick Tables – blosQ ekè;e ls igys ls ekStwn Vscy iQkWeZsV osQ 
ekè;e ls de le; esa Vscy cukbZ tk ldrh gSA

Resize a Table – M.S. Word esa Vscy dk vkdkj cM+k djus osQ 
fy, Vscy dks flysDV djus osQ i'pkr~ Vscy ls uhps nkb± rjiQ ,d 
ckWDl vkrk gS ml ij fDyd djosQ •hapus ls Vscy dk vkdkj NksVk 
cM+k fd;k tk ldrk gSA

Lifting the Table – Vscy dks ,d LFkku ls nwljs LFkku ij 
mBkdj j•us osQ fy, Vscy osQ Åij dh rjiQ ckb± vksj ,d ckWDl ij 
fDyd djosQ Vscy dks ,d LFkku ls nwljs LFkku ij j•k tk ldrk gSA

Table – tc ge dksbZ Vscy dks flysDV djrs gSa rks mlls lEcfU/r 
oqQN vkWI'ku çnf'kZr gksrs gSa – Table Design, Layout
Table Design – Table esa dyj djus osQ fy,] igys ls ekStwn 
Vscy iQkWeZsV ysus osQ fy,] Vscy osQ ckWMZj dks eksVk iryk djus osQ 
fy, o Vscy osQ ckWMZj dks dyj nsus osQ fy, Table Design dk 
ç;ksx fd;k tkrk gSA

Table Layout:

	� Vscy cukus osQ fy,
	� u;s jks o dkWye tksM+us osQ fy,

	� lsy dks etZ djus osQ fy,
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	� lsy dks Split djus osQ fy,

	� lsy ;k Vscy osQ lkbt dks de T;knk djus osQ fy,

	� lsy esa ,ykbuesaV lsV djus osQ fy,

	� lsy esa VsDLV dh Mk;jsD'ku lsV 
djus osQ fy,

	� lsy esa VsDLV dks ekftZUl nsus 
osQ fy,

	� lsy esa VsDLV dks lkWVZ djus osQ fy,
	� Vscy ls MkVk dks VsDLV esa dUoVZ djus osQ fy,

Select Table & Press Right Click
Add New Row & Column:
Insert Above – flysDV dh gqbZ jks osQ Bhd Åij ,d ubZ jks 
tksM+rk gSA
Insert Below – flysDV dh gqbZ jks osQ Bhd uhps ,d ubZ jks 
tksM+us osQ fy,A
Insert Left – flysDV dkWye osQ ckb± vksj ,d u;k dkWye tksM+rk 
gSA
Insert Right – flysDV dkWye osQ nkb± vksj ,d u;k dkWye 
tksM+rk gSA

	� Vscy osQ var esa ,d ubZ jks cukus osQ fy, ge Vscy osQ vafre lsy 
esa tkdj VSc cVu nckdj Hkh ,d ubZ jks bUlVZ dj ldrs gSaA
Tab Button – Vscy dh fdlh lsy esa Tab cVu nckus ls dlZj 
nkb± vksj dh vxyh lsy esa igq¡p tk;sxkA
Shift + Tab Button – Vscy dh fdlh lsy esa Shift + Tab 
cVu nckus ls dlZj ckb± vksj dh fiNyh lsy esa igq¡p tk;sxkA

Delete Row & Column 
Delete Cells – flysDV dh gqbZ lsy dks fMyhV djus osQ fy,A
Delete Column – flysDV fd;s gq, dkWye dks fMyhV djus osQ 
fy,A
Delete Rows – flysDV dh gqbZ jks dks fMyhV djus osQ fy,A
Delete Table – iwjh Vscy fMyhV djus osQ fy,A

	� Vscy esa le rFkk fo"ke la[;ka esa iafÙkQ;ksa vkSj LraHk gks ldrs gSaA
	� ,d Vscy esa LraHkksa dh la[;k] iafÙkQ;ksa dh la[;k ls vf/d Hkh gks 
ldrh gSA

	� ,d Vscy esa iafÙkQ;ksa vkSj LraHkksa dh la[;k vyx vyx gks ldrh gSA
	� ,d jks ;k dkWye osQ ,dkarj (gj nwljs) lsy dks etZ ugha fd;k tk 
ldrk gSA

	� ,d jks@dkWye osQ nks ;k vf/d Øekxr lsy dks etZ fd;k tk ldrk 
gSA

	� ,d Vscy dh igyh vkSj vafre lsy dks etZ ugha fd;k tk ldrk gSA
	� ,e-,l- oMZ esa ,d Vscy osQ vanj nwljh Vscy dks ,M fd;k tk 
ldrk gSA

Header & Footer
	� Header & Footer 
vkWI'ku bUlVZ esuw esa fLFkr 
gksrk gSA

	� Header – Header dk ç;ksx ist esa lcls Åij (gsfMax osQ :i 
esa ;k ,slk VsDLV ftls ge gj ist ij Åij dh vksj ns•uk pkgrs gSa) 
fd;k tkrk gS o tks gsMj ge yxkrs gSa oks Lor% gh iQkby osQ lHkh 
ist ij vk tkrk gS] gsMj esa ge dksbZ fiDpj] best] vkÑfr dks Hkh 
yxk ldrs gSaA

	� Footer – Footer dk ç;ksx ist esa lcls uhps fd;k tkrk gS o 
tks iQwVj ge yxkrs gSa oks Lor% gh iQkby osQ lHkh ist ij vk tkrk 
gS lkekU;r% iwQVj osQ :i esa ist uEcj Mkyk tkrk gS ij ge pkgs rks 
dksbZ Hkh VsDLV ftls ge uhps dh vksj gj ist ij fn•kuk pkgrs gSa 
iwQVj osQ tfj;s yk ldrs gSaA iwQVj esa ge dksbZ fiDpj] best] vkÑfr 
dks Hkh yxk ldrs gSaA 

	� Page Number – gj ist ij vkWVksesfVd ist uEcj Mkyus osQ fy,

Text Group
Text Box	 Quick Parts
WordArt	 Drop Cap
Signature Line	 Date & Time
Object

	� Text Box – VsDLV ckWDl esa oqQN VsEiysV gksrs gSa ftldks vki 
viuh MkWD;wesaV esa bEiksVZ djosQ mlh LVkby ls VsDLV dks fy• ldrs 
gSaA VsDLV ckWDl osQ vanj fy•s gq, VsDLV dks mBkdj b/j&m/j Hkh 
j•k tk ldrk gSA

	� Word Art – blosQ }kjk VsDLV dks MsdksjsfVo cuk;k tkrk gS ;k 
ltk;k tkrk gSA

	� Object – M.S. Word esa jgrs gq;s fdlh vU; lkWÝVos;j esa oqQN 
le; osQ fy, dke djus osQ fy,A

	� Drop Cap – MªkWi oSQi (Drop Cap) ,d cM+k oSQfiVy v{kj gS 
ftldk mi;ksx iSjkxzkiQ ;k lsD'ku dh 'kq#vkr 
esa ltkoVh rRo osQ :i esa fd;k tkrk gSA MªkWi 
oSQi dk vkdkj vkerkSj ij nks ;k vf/d ykbuksa 
dk gksrk gSA blosQ }kjk ge vius MkWD;wesaV osQ 
iSjkxzkiQ osQ igys VsDLV dks cM+k dj ldrs gSaA 
budk ç;ksx lkekU;r% U;wtisij vkSj esfXtu esa 
ns•k tk ldrk gSA
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	� By Default 3 line Min-1 Max -10 line
Drop Cap 2 çdkj osQ gksrs gSa& Dropped, In Margin

Signature Line/Date & Time – Signature Line cukus 
osQ fy, ;k MsV ,aM Vkbe ykus osQ fy,A

Draw

	� ,e,l oMZ esa VwYl] isal] LVsaflYl] dUoVZ vkWI'ku Draw Menu esa 
fLFkr gksrs gSaA
Eraser	 Ink to Shape
Ink to Math	 Drawing Canvas

Design

	1.	 Document Formatting Group Command – 
		  Themes, Colours, Fonts, Effects, Paragraph Spacing
	2.	 Page Background Group Command: Watermark, 

Page Colour, Page Borders

	� Design Tab/Menu Word esa 2013 ls tksM+k x;k mlls igys MS 
Word 2010 esa Watermark Page Color Page Borders osQ 
vkWI'ku Page Layout Menu esa ik;s tkrs FksA
Page Theme – ist dh Fkhe cnyus osQ fy, 

	� 	 Page Background Group Command: ist 
cSdxzkmaM xzqi dekaM dk vkWI'ku Design Menu esa ik;k tkrk gSA
Water Mark
Page Color
Page Borders

Page Border – ist osQ pkjksa rjiQ ckWMZj nsus osQ fy,A

Page Color – ist dk dyj cnyus osQ fy,A

Water Mark

In MS Word- 2013,2016, 2019, 2021, 365
Design Menu -> Page Background -> 
Watermark

	� Water Mark – ist ij daVsaV osQ ihNs iQhadh@
gYdh] VsDLV ;k fiDpj yxkus osQ fy,A

bldk ç;ksx ,d çdkj osQ dkWihjkbV dks n'kkZus osQ 
fy, fd;k tkrk gSA

;g LØhu osQ ihNs cgqr gYosQ fçaV esa fy•k gqvk VsDLV ;k best ;k 
yksxks gksrk gSA

Custom Watermark – okVjekoZQ Vkbi dks cnyus osQ fy, 

Remove Watermark – okVjekoZQ dks gVkus osQ fy,

Save Selection to Watermark Gallery – Lo;a osQ }kjk 
flysDV fd;s gq, best ;k vkÑfr dks okVjekoZQ cukus osQ fy, 

There are two types of water mark (okWVjekoZQ nks izdkj osQ 
gksrs gSa)

Picture Watermark: Scale, Washout
TEXT Water Mark: Language, Text, Font, Size, Color, 
Layout (Diagonal, Horizontal)
ASAP	 CONFIDENTIAL
COPY	 DO NOT COPY 
DRAFT 	 PERSONAL 
SAMPLE TOP SECRET	 URGENT 

MS WORD 2010

in MS Word 2010 
Watermark
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Page Color
Page Borders 
Option in Page Layout Menu

Layout Menu/Tab

Page Setup	 Paragraph	 Arrange 
Page Setup Group Command

Layout Menu -> Page Setup
Margins	 Column
Orientation	 Breaks
Size	 Line Numbers
Hyphenation

Margins

Layout -> Page Setup -> Margins
	� nLrkost esa ikB osQ fdukjs vkSj i`"B osQ Åij] uhps ;k fdukjs osQ 
chp dh nwjhA

	� By Default Normal Margin

MS Word esa Margins 5 çdkj dk gksrk gS&
	1.	 Top Margin: VsDLV vkSj isij osQ Åijh fdukjs dh nwjhA

	2.	 Bottom Margin: VsDLV vkSj isij osQ fupys fdukjs dh 
nwjh

	3.	 Left Margin: VsDLV vkSj ist osQ ck,¡ fdukjs dh nwjhA
	4.	 Right Margin: VsDLV vkSj ist osQ nk,a fdukjs dh nwjhA
	5.	 Gutter Margin: i`"Bksa dks lfiZykdkj ck¡/uk ;k fpidkukA
Gutter Margins

	� xVj ekftZu ;g r; djrk gS fd fdlh nLrkost osQ ckbafMax lkbM ij 
tksM+k tkus okyk vfrfjDr ekftZu gksrk gSA

Predefined Margin

Page Margins – bls vius vuqlkj 
Customize Hkh fd;k tk ldrk gSA
Mirrored Margin – fdrkcsa] 
if=kdk,¡] Mcy lkbMsM ist] isQflax ist 
lsV djus osQ fy,A

Orientation

	� blesa ist osQ fçaV gksus dh Mk;jsD'ku 
'kks gksrh gSA

	� Layout -> Page Setup -> Orientation
Portrait – iksVªZsV vksfj,aVs'ku esa ist dh ÅapkbZ mldh pkSM+kbZ ls 
vf/d gksrh gSa o ist dh pkSM+kbZ ist dh ÅapkbZ ls de gksrh gSA

,e,l oMZ esa fMiQkWYV :i ls & iksVªZsV vksfj,aVs'ku

Landscape – ySaMLosQi vksfj,aVs'ku esa ist dh ÅapkbZ mldh pkSM+kbZ 
ls de gksrh gS o ist dh pkSM+kbZ mldh ÅapkbZ ls vf/d gksrh gSA 
ekWfuVj dh fMLIys ySaMLosQi gksrh gSA

Default Orientation Portrait gksrh gS ysfdu ge bls viuh 
lqfo/kuqlkj ySaMLosQi esa cny ldrs gSaA

Size

Layout -> Page Setup -> Size 
	� isij osQ lkbt dks lsV djus osQ fy, fd;k tkrk gSA

	� blesa ge ist dk lkbt lsysDV djrs gSaA

Page Size:
Letter Size = (8.5 x 11) Inches (By default)
Legal Size = (8.5 x 14) Inches

A4 Size = (8.27 x 11.69) Inches = (297 x 210) mm
A3, B4, Executive.
lkekU;r% vkWfiQl ooZQ esa lokZf/d ç;ksx A4 lkbt osQ ist dk fd;k 
tkrk gSA

Columns

Layout -> Page Setup -> Columns

Columns layout > Pagesetup > Clumns
	� ,d gh ist dks nks ;k rhu Hkkxksa esa ckaVus osQ fy,A
	� ;k ist dks nks ;k rhu dkWye osQ :i esa dUoVZ djus osQ fy, 
Breaks
Layout -> Page Setup -> Breaks
Text Wrapping
Layout Menu -> Page Setup -> Breaks -> Text Wrapping
Line
Layout -> Page Setup -> Line Number
çR;sd ykbu dks ykbu uEcj nsus osQ fy,
Hyphenation
Layout -> Page Setup -> Hyphenation
blls ,d 'kCn tks ykbu osQ var esa iwjk ugha vk jgk] nks Hkkxksa esa 
rksM+dj vxyh ykbu esa çnf'kZr fd;k tkrk gSA
Paragraph Group Command
Layout -> Paragraph
Indent
Spacing

Join Telegram: @apna_library

Sea
rch

 O
n T

G: @
ap

na
_p

df



50

oaQI;wVjjkstxkj ifCyosQ'ku

Arrange Group Command

Layout -> Arrange
Position	 Wrap Text
Bring Forward	 Send Backward 
Selection Pane	 Align 
Group	 Rotate
Position – ist ij fp=k dh iksth'ku lsV djus osQ fy,A
Wrap Text – fp=k dks VsDLV osQ 
Åij ;k ihNs lsV djus osQ fy,A
Wrap VsDLV p;fur vkWCtsDV~l osQ 
pkjksa vksj VsDLV Wrap djus osQ rjhdkA

Bring Forward – fdlh fp=k ;k vkÑfr dks 
nwljh fp=k ;k vkÑfr osQ Åij@ vkxs ykus osQ fy,a

Send Backward – fdlh fp=k ;k vkÑfr dks 
nwljh fp=k ;k vkÑfr osQ uhps@ ihNs ykus osQ fy,A

Selection Pane – MkWD;wesaV esa mifLFkr lHkh 
vkÑfr o fp=kksa dks ,d lkFk fyLV esa ns•us osQ fy, o vyx vyx 
;k lcdks ,d lkFk Show all or Hide all djus osQ fy,A

Align – fp=k@vkÑfr dks ist ij vykbu djus osQ fy,A

Group – nks ;k nks ls vf/d besftl] vkÑfr] vkWCtsDV dks ,d 
lkFk xzqi djus osQ fy,A

Ungroup – xzqi fd;s gq, vkWCtsDV~l dks vuxzqi djus osQ fy,A

Rotate – Picture / Shape dks ?kqekus osQ fy,A
Rotate Right 90 Degree 	 Rotate Left 90 Degree
Flip Vertical 	 Flip Horizontal

References

Table of Contents	 Footnotes
Research	 Captions
Index	 Citations & Bibliography
Table of Authorities

Footnotes
	� References -> Footnotes -> Insert Footnotes
	� Footnotes Shortcut Key – Alt + Ctrl + F 
	� References -> Footnotes -> Insert Endnotes
	� Endnotes Shortcut Key – Alt + Ctrl + D

fdlh nLrkost esa fdlh pht dks le>kus] ml ij 
fVIi.kh djus ;k mldk lanHkZ çnku djus osQ fy, iqQVuksV vkSj ,aMuksV 
dk mi;ksx djsaA
Footnote – iQqVuksV vkiosQ ikB esa la[;kvksa osQ lkFk n'kkZ, x, uksV 
gSa vkSj i`"B osQ uhps j•s x, gSaA iqQVuksV i`"B osQ var esa ;k uhps fn•kbZ 
nsrs gSaA
Endnote – ,aMuksV ges'kk fdlh 
nLrkost ;k fdlh iqLrd osQ 
Document osQ var esa gksrk gSA
tc ge Footnote/Endnote dk 
ç;ksx djrs gSa rks ml 'kCn osQ Åij Superscript osQ :i esa uEcj 
vkrs gSaA

Research

Search – References -> Research -> Search
bldk ç;ksx ,e,l oMZ esa fdlh 'kCn tks geus flysDV fd;k gS 
lEcfU/r tkudkjh dks baVjusV ij lpZ djus osQ fy, fd;k tkrk gS 
;k fdlh Hkh 'kCn ;k tkudkjh dks lpZ djus osQ fy, lpZ vkWI'ku dk 
ç;ksx fd;k tkrk gSA
Shortcut Key – Alt + Click
Template – VsEiysV ,d igys ls fMtkbu dh xbZ iQkby gS ftldk 
ç;ksx u;k MkWD;wesaV cukus osQ fy, LVkfVZx ikWbaV osQ :i esa fd;k tk 
ldrk gSA blesa ge VsDLV ,fMfVax] iQkseZsfVax Hkh dj ldrs gSaA
Report
Resume
Business Letters, News Letters etc.
Word Wrap – ,d lqfo/k tks ,aVj oqaQth nck, fcuk Lopkfyr :i 
ls VsDLV dks vxyh iafÙkQ esa vkxs c<+krh gSA

Extension Name  
.doc – Word 2007 ls igys vFkkZr~ 2003 rd
.docx – Microsoft Word document from Word 2007- vc 
rd 2007, 2010, 2013, 2016, 2019, 2021, 2024, 365
.dot – Microsoft Word Template before Word 2007
.dotx – Microsoft Word Template from Word 2007- vc 
rd
.docm – Microsoft Word Macro-enabled document

Mini Toolbar

	� tSls gh ge fdlh VsDLV dks flysDV djrs gSa rks VsDLV dks tYn ls 
tYn ;k de le; esa iQkWeZsfVax nsus osQ fy, feuhVwyckj 'kks gksrk gSA

Right Click On Text
Shortcut Key: Shift + F10
Right Click on Shape
,e,l oMZ esa nks çdkj dh iQkWeZsfVax miyC/ gksrh gSaS

	1.	 Paragraph Formatting
	2.	 Word Formatting

Mailings Menu/Ribbon
bl VSc esa os dekaM gSa] tks bZesy] i=k o osc lUns'k MkWD;wesaV cukus 
esa ç;ksx fd;s tkrs gSa] blosQ 5 Hkkx gksrs gSa& Create, Start Mail 
Merge, Write & Insert Fields, Preview Result, Finish.
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Mail Merge

Mailings -> Start Mail Merge -> Mail Merge
	� esy etZ dk mi;ksx ,d i=k dks ,d ls vf/d yksxksa osQ ikl Hkstus 
osQ fy, djrs gSaA tSls& ços'ki=k] fueU=k.k ç=k] vkWfiQl ysVj

Review Menu/Ribbon

Proofing	 Comments
Protect	 Speech
Tracking	 Ink
Accessibility	 Changes
Language	 Compare

Proofing Group Command
Spelling & Grammar
Thesaurus
Word Count

Spelling & Grammar

Review Menu -> Proofing -> Spelling & Grammar
	� blosQ }kjk xyr Lisfyax vkSj xzkej psd dh tkrh gS o mlls lEcaf/r 
vkSj Hkh 'kCn vk tkrs gSaA

Spelling & Grammar – F7
Thesaurus

Review Menu -> Proofing -> Thesaurus
	� blosQ }kjk fdlh 'kCn osQ i;kZ;okph] foykse 'kCn] ,dkFkhZ] vusdkFkhZ 
ns•s tk ldrs gSaA

Thesaurus – Shift + F7
Word

Review Menu -> Proofing -> Word Count
	� Word Count dk ç;ksx gekjs MkWD;wesaV esa 'kCn] ist] v{kj Lisl 
osQ fcuk o~ v{kj Lisl osQ lkFk] iSjkxzkiQ o~ ykbu dh Details ns•us 
osQ fy, fd;k tkrk gSA

Accessbility Group

Review -> Accessibility -> Check Accessibility
Language Group Command

Review -> Language -> Language
Review -> Language -> Translate
TRANSLATE – bldk ç;ksx fy•s gq, VsDLV dks fdlh vU; Hkk"kk 
esa VªkalysV djus osQ fy, fd;k  tkrk gSA

Translate Selection – flysDV fd;s gq, VsDLV dks VªkalysV 
djus osQ fy,

Translate Document – iwjs MkWD;wesaV dks VªkalysV djus osQ fy,A
Comments Group Command

Changes Group Command

Protect Group Command
Review -> Protect Group Command -> Restrict Editing

	� bldk ç;ksx MkWD;wesaV esa fdlh vU; osQ }kjk ,fMfVax dks jksdus osQ 
fy, fd;k tkrk gS@ vius MkWD;wesaV dks yksd djus osQ fy, fd;k tkrk 
gS ftlls dksbZ blesa ifjorZu u dj losQA

View Menu/Ribbon
Views	 Zoom
Immersive	 Window
Page Movement	 Macros
Show	 SharePoint
Read Mode	 Print Layout View
Web Layout View	 Outline View
Draft
In MS Word By Default Print Layout view

Read Mode

	� fdlh MkWD;wesaV dks fliZQ i<+us osQ fy, jhM 
eksM dk ç;ksx fd;k tkrk gS blesa oqQN 
,fMfVax ugha dh tkrhA
Shortcut key Read Mode View 
� – Alt + W + F

Print Layout View

	� bldk ç;ksx MkWD;wesaV fçaV gksus osQ ckn fçaVsM 
ist ij oSQlk fn•sxk ;s ns•us osQ fy, fd;k 
tkrk gS o fçaV gksus okys MkWD;wesaV blh O;w esa 
rS;kj fd;s tkrs gSaA

By Default View in MS Word – Print Layout
Shortcut key Print Layout View –  Alt + Ctrl + P

Web Layout View

	� MkWD;wesaV dks oscist osQ :i esa ns•us osQ fy, fd;k tkrk gSA

Shortcut Key Web Layout View – Alt + W + L
Outline View

	� MkWD;wesaV esa miyC/ iSjkxzkiQ ,d lwph osQ :i esa ns•us osQ fy,] 
MkWD;wesaV osQ daVsaV dks cqysVsM ikWbaV osQ :i esa o fdlh MkWD;wesaV dh 
lajpuk vkSj gsfMaXl dks çcaf/r djus esa enn djrk gSA

Shortcut key Outline View –  Alt + Ctrl + O
	� Outline View dks can djus osQ fy, Close Outline View dk 
ç;ksx
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Draft
	� bldk ç;ksx MkWD;wesaV dks tYnh ,fMV djus osQ fy, MªkÝV osQ :i esa 
ns•us osQ fy, fd;k tkrk gSA blesa fliZQ VsDLV fn•kbZ nsrk gS ftlls 
MkWD;wesaV esa fDod ,fMfVax dh tk losQA

Shortcut key Draft View – Alt + Ctrl + N
	� ,e,l oMZ osQ O;w dks psat djus osQ nks rjhosQ gSaA

	1.	 O;w VSc ls dksbZ Hkh O;w flysDV djosQ

	2.	 LVsV~l ckj osQ nkbZa vksj twe LykbMj osQ cxy esa fLFkr O;w cVu dk 
ç;ksx djosQ

Immersive Reader
	� blesa vkiosQ lHkh oMZ osQ chp esa Lisl cu tkrk gS ftlls dh i<+us 
esa vklkuh gksrh gS ;gk¡ ls vki dkWye dh foM~Fk dks psat dj ldrs 
gSa  blesa ist dk dyj Hkh psat dj ldrs gSa o fy•s gq, MsVk dks 
daI;wVj ls cqyok ldrs gksA

Zoom Group Command
Minimum Zoom – 10%
Maximum Zoom – 500%
By Default Zoom – 100%
,e,l oMZ osQ ist dks twe djus osQ nks rjhosQ gSaA

	1.	 O;w VSc ls twe xzqi ij fDyd djosQ

	2.	 LVsV~l ckj osQ nkbZa vksj twe LykbMj dk ç;ksx djosQ

Page Movement Group Command
View menu -> Page Movement
Vertical
Slide to Slide

Show Group Command
Ruler – MkD;wesaV~l esa oLrqvksa dks ekius vkSj iafDrc¼ djus osQ fy,] 
Vscy dh jks o dkWye dh yEckbZ] pkSM+kbZ dks de T;knk djus o baMsaV] 
ekftZUl dks lsV djus osQ fy, fd;k tkrk gSA
Gridlines – MkWD;wesaV ij fxzMykbu nsus osQ fy,
Navigation Pane – bldh lgk;rk ls ge fdlh gsfMax] ist ;k 
VsDLV }kjk ;k oLrqvksa dh •kst dj ldrs gSaA

Windows Group Command

foaMks cVu esa New Window, Arrange All, Split, View slide 
by slide, Synchronous Scrolling, Reset Window Position 
& Switch Window tSls cVu miyC/ gksrs gSaA

Macros Group Command

bldk ç;ksx ,d fjdkWfMZax Vwy osQ :i esa fd;k tkrk gS tks gekjs }kjk 
fd;s x;s dk;Z o LVsIl dks fjdkMZ djrk gS o~ ckn esa bls LVsi ck; 
LVsi 'kks dj nsrk gSA

Shortcut Key – Alt + F8

Help
bldh lgk;rk ls gesa gsYi] dkaVsDV] ,e ,l oMZ dk iQhMcSd vkSj 
'kks Vªsfuax dk vkWI'ku feyrk gSA

Shortcut key - F1

	 1.	 ,e,l oMZ 365 (MS Word 365) esa] tc vki VsDLV dks flysDV 
djrs gSa vkSj fiQj 'Backspace' oaqQth nckrs gSa rks D;k gksrk gS\

Delhi Police Const. 14/11/2023 (Shift-I)
	 (a)	 VsDLV fDyicksMZ ij dkWih gks tkrk gS

	 (b)	 dlZj osQ ckbZa vksj dk VsDLV fMyhV gks tkrk gS

	 (c)	 VsDLV cksYM LVkby esa iQkWeZsV gks tkrk gS
	 (d)	 VsDLV MkWD;wesaV osQ var esa ewo gks tkrk gS

	 2.	 ,e,l oMZ 365 (MS Word 365) esa fdl iQkWeZsfVax iQhpj dk 
mi;ksx MkWD;wesaV esa VsDLV dks cksYM] bVSfyd ;k vaMjykbu djosQ 
mls egRoiw.kZ osQ :i esa js•kafdr (emphasise) djus osQ fy, 
fd;k tkrk gS\

Delhi Police Const. 14/11/2023 (Shift-I)
	 (a)	 gkbijfyafdax (Hyperlinking)
	 (b)	 VsDLV jSfiax (Text Wrapping)
	 (c)	 ist ekftZu (Page Margins)
	 (d)	 iQkWUV LVkbfyax (Font Styling)

	 3.	 ,e,l oMZ 2010 (MS-Word 2010) esa] ist uacj vkWI'ku 
fuEufyf•r esa ls fdl esuw osQ varxZr vkrk gS\

Delhi Police Const. 14/11/2023 (Shift-I)
	 (a)	 gsMj ,aM iQqVj (Header and Footer )
	 (b)	 istst (Pages)
	 (c)	 gkse VSc (Home Tab)
	 (d)	 ist ysvkmV (Page layout)
	 4.	 dkSu lk fodYi vkidks ,e,l&oMZ 365 esa iSjkxzkiQ esa VsDLV dh 

iafDr;ksa osQ chp ykbu Lisflax dks lek;ksftr djus dh vuqefr nsrk 
gS\

Delhi Police Const. 14/11/2023 (Shift-I)
	 (a)	 iSjkxzkiQ lajs•.k (Paragraph Alignment)
	 (b)	 iSjkxzkiQ ckWMZj (Paragraph Border)
	 (c)	 VsDLV baMsaVs'ku (Text Indentation)
	 (d)	 ykbu Lisflax (Line Spacing)
	 5.	 ,e,l oMZ 365 (MS Word 365) esa 'kkWVZdV oaqQth Ctrl 

+Shift+> dk mi;ksx djosQ fuEufyf•r esa ls dkSu&lk dk;Z fd;k 
tkrk gS\

ijh{kksi;ksxh iz'u
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Delhi Police Const. 14/11/2023 (Shift-I)
	 (a)	 VsDLV dks ysÝV vykbu (Left Align) djuk
	 (b)	 iQkWUV lkbt c<+kuk
	 (c)	 VsDLV dks jkbZV vykbu (Right Align) djuk
	 (d)	 iQkWUV lkbt de djuk

	 6.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa fuEufyf•r esa 
ls dkSu&lk] Vscy LVkby dk ,d mnkgj.k gS\

Delhi Police Const. 14/11/2023 (Shift-II)
	 (a)	 f'kdkxks eSuqvy vkWiQ LVkby
	 (b)	 Iysu fxzM
	 (c)	 APA (vesfjdu lkbdksykWftdy ,lksfl,'ku)
	 (d)	 MLA (ekWMuZ ySaXost ,lksfl,'ku)
	 7.	  u;k •kyh MkWD;wesaV cukus dk rjhdk fuEufyf•r esa ls dkSu&lk 

gS\
Delhi Police Const. 14/11/2023 (Shift-II)

	 (a)	 ,e,l ,Dlsy	 (b)	 ,e,l vkmVyqd
	 (c)	 ,e,l ikojIokbaV	 (d)	 ,e,l oMZ
	 8.	  ,e,l oMZ 365 (MS Word 365) ls lacaf/r fuEu dFkuksa osQ 

vkèkkj ij dkSu lk fodYi lgh gS\
	 1.	 Ctrl + X dk mi;ksx MkWD;wesaV dks dkWih djus osQ fy, fd;k 

tkrk gSA 
	 2.	 Ctrl + V dk mi;ksx MkWD;wesaV dks ewo djus osQ fy, fd;k 

tkrk gSA
Delhi Police Const. 14/11/2023 (Shift-II)

	 (a)	 u rks (1) vkSj u gh (2)
	 (b)	 nksuksa (1) vkSj (2)
	 (c)	 osQoy (1)
	 (d)	 osQoy (2)
	 9.	 ,e,l oMZ 365 (MS Word 365) esa] MkWD;wesaV iQkWeZsfVax osQ varxZr 

cqysV ,oa uacfjax dk mi;ksx djus dk çeq• mís'; D;k gksrk gS\
Delhi Police Const. 14/11/2023 (Shift-II)

	 (a)	 fdlh fHkUu iQkWUV ;k jax ls VsDLV dks gkbykbV djukA
	 (b)	 MkWD;wesaV osQ ekftZu vkSj Lisflax dks lek;ksftr djukA
	 (c)	 fof'k"V VsDLV osQ egÙo dks bafxr djukA
	 (d)	 tkudkjh dks lwfp;ksa ;k vuqØeksa esa O;ofLFkr djukA

	 10.	 MS-Word 365 esa fuEufyf•r esa ls fdl fodYi ls vki p;fur 
VsDLV osQ iQkWUV lkbt dks] iQkWUV lkbt lwph esa miyC/ vxys cM+s 
lkbt esa ifjofrZr dj ldrs gSa\

Delhi Police Const. 14/11/2023 (Shift-II)
	 (a)	 iQkWUV lkbt c<+k,¡	 (b)	 cksYM
	 (c)	 bVSfyd	 (d)	 iQkWUV lkbt de djsa

	 11.	 oMZ çkslsflax ,IyhosQ'ku (Word Processing Application) esa 
esuw ckj osQ uhps fLFkr vkbduksa dks D;k dgk tkrk gS\

Delhi Police Const. 14/11/2023 (Shift-III)
	 (a)	 Vwyckj vkbdUl (Toolbar Icons)
	 (b)	 'kkWVZdV vkbdUl (Shortcut Icons)
	 (c)	 iQkWeZsV vkbdUl (Format Icons)
	 (d)	 Vwy vkbdUl (Tool Icons)

	 12.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa bUlVZ (Insert) 
VSc esa fuEufyf•r esa ls dkSu&lk xzqi gesa ,d Vscy fØ,V djus esa 
lgk;rk djsxk\

Delhi Police Const. 14/11/2023 (Shift-III)
	 (a)	 fyaDl (Links)	 (b)	 istst (Pages)
	 (c)	 VscYl (Tables)	 (d)	 byLVªs'kal (Illustrations)
	 13.	 ,e,l oMZ 365 esa dh xbZ vafre fØ;k dks iwoZor djus osQ fy, 

vkerkSj ij fdl vkbdu dk mi;ksx fd;k tkrk gS\
Delhi Police Const. 14/11/2023 (Shift-III)

	 (a)	 ckb± vksj b'kkjk djrk gqvk ,d ?kqekonkj rhj
	 (b)	 oSaQph dh ,d tksM+h 
	 (c)	 jhlk;dy fcu
	 (d)	 ,d isafly

	 14.	 ge dlZj dks ekbØkslkWÝV oMZ 365 (Microsoft Word 365) 
MkWD;wesaV dh 'kq#vkr esa fdl çdkj yk ldrs gSa\

Delhi Police Const. 14/11/2023 (Shift-III)
	 (a)	 'Ctrl + Home' nckdj
	 (b)	 'Ctrl + PgDn' nckdj
	 (c)	 'Ctrl + End' nckdj
	 (d)	 'Ctrl + PgUp' nckdj

	 15.	 ,e,l oMZ 365 esa osQl dks foijhr rjhosQ ls cnyus osQ fy, 
fuEufyf•r esa ls fdldk mi;ksx fd;k tkrk gS\

Delhi Police Const. 14/11/2023 (Shift-III)
	 (a)	 Alter Case	 (b)	 Change Case
	 (c)	 Toggle Case	 (d)	 Reverse Case
	 16.	 ,e,l oMZ 365 (MS Word 365) esa gkbijfyad bUlVZ djus osQ 

fy, fuEufyf•r esa ls fdl 'kkWVZdV oaqQth dk mi;ksx fd;k tkrk 
gS\

Delhi Police Const. 15/11/2023 (Shift-I)
	 (a)	 Ctrl + K	 (b)	 Shift + H
	 (c)	 Ctrl + H	 (d)	 Shift + K
	 17.	 ,e,l oMZ 365 (MS Word 365) esa] fuEukafdr vkbdu fdls 

fu:fir djrk gS\ 

Delhi Police Const. 15/11/2023 (Shift-I)
	 (a)	 ysÝV vykbUesaV (Left Alignment)
	 (b)	 tfLViQkbax (Justifying)
	 (c)	 lsaVj vkWiQ VsDLV (Centre of Text )
	 (d)	 jkbV vykbUesaV (Right Alignment)
	 18.	 ekbØkslkWÝV oMZ 365 esa dkSu&lk VsDLV vykbuesaV fodYi VsDLV dks 

ck,a ekftZu ij lajsf•r djrk gS\
Delhi Police Const. 15/11/2023 (Shift-I)

	 (a)	 jkbV vykbu (Right Align)
	 (b)	 ysÝV vykbu (Left Align)
	 (c)	 lsaVj vykbu (Center Align)
	 (d)	 tLVhiQkbZ (Justify)
	 19.	 ,e,l oMZ 365 (MS Word 365) esa] fuEufyf•r esa ls fdl VSc 

esa cqysV~l (Bullets) vkSj uacfjax (Numbering) ekStwn gksrs gSa\
Delhi Police Const. 15/11/2023 (Shift-I)
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	 (a)	 gkse (Home)	 (b)	 iQkby (File)
	 (c)	 ,fMV (Edit)	 (d)	 ist ysvkmV (Page layout)
	 20.	 ekbØkslkWÝV oMZ 365 esa ist lsVvi esuw esa 'vksfj,aVs'ku' vkWI'ku 

vkidks D;k cnyus dh lqfo/k nsrk gS\
Delhi Police Const. 15/11/2023 (Shift-I)

	 (a)	 VsDlV vykbuesaV	 (b)	 ist ysvkmV (iksVªZsV ;k ySaMLosQi)
	 (c)	 iQkWUV LVkby	 (d)	 ist lkbt
	 21.	 fuEufyf•r esa ls fdl MkWD;wesaV lsfVax dks] ,e,l oMZ 365 (MS 

Word 365) osQ ist ysvkmV VSc ls cnyk tk ldrk gS\
Delhi Police Const. 15/11/2023 (Shift-II)

	 (a)	 psat LVkby (Change Styles)
	 (b)	 Lisfyax xzkej (Spelling Grammar)
	 (c)	 eSØks (Macros)
	 (d)	 ekftZu (Margins)
	 22.	 ,e,l oMZ 365 (MS-Word 365) esa VsDLV dks laikfnr (,fMV) 

djus osQ fy, fuEufyf•r esa ls fdldk mi;ksx ugha fd;k tkrk gS\
Delhi Police Const. 15/11/2023 (Shift-II)

	 (a)	 VsDLV dks cksYM@bVSfyd djuk (Making text as Bold/
Italic)

	 (b)	 iQkWUV LVkby cnyuk (Changing Font Style)
	 (c)	 VsDLV dks ysÝV ,ykbu djuk (Making Text as Left align)
	 (d)	 iQkWUV dyj cnyuk (Changing Font Color)
	 23.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa] dksbZ vU; 

MkWD;wesaV igys ls gh •qyk gksus ij] ,d u;k MkWD;wesaV vksiu djus 
osQ fy, dhcksMZ 'kkWVZdV ------------ gSA

Delhi Police Const. 15/11/2023 (Shift-II)
	 (a)	 Ctrl + S	 (b)	 Ctrl + P
	 (c)	 Ctrl + N	 (d)	 Ctrl + Y
	 24.	 ,e,l oMZ 365 (MS Word 365) dk fuEufyf•r esa ls dkSu&lk 

VSc vkidks ist lsVvi Mk;ykWx ckWDl (Page Setup dialog 
box) esa ist vkdkj dks dLVekbt djus dh lqfo/k nsrk gS\

Delhi Police Const. 15/11/2023 (Shift-II)
	 (a)	 ,fMV (Edit)	 (b)	 bUlVZ (Insert)
	 (c)	 iQkby (File)	 (d)	 ysvkmV (Layout)
	 25.	 ,e,l oMZ 365 (MS Word 365) esa MkWD;wesaV dks fçaV djus osQ 

fy, fuEufyf•r esa ls fdldk mi;ksx fd;k tkrk gS\
Delhi Police Const. 15/11/2023 (Shift-II)

	 (a)	 iQkby &> fçaV	 (b)	 gkse &> fçaV
	 (c)	 fMtkbu &> fçaV	 (d)	 O;w –> fçaV
	 26.	 ,e,l oMZ 365 (MS Word 365) esa 'Save' vkSj 'Save As' 

dekaM osQ chp eq[; varj D;k gS\
Delhi Police Const. 15/11/2023 (Shift-III)

	 (a)	 'Save' dk mi;ksx MkWD;wesaV dks u, iQkby uke osQ lkFk ;k 
fdlh fHkUu LFkku ij lso djus osQ fy, fd;k tkrk gS] tcfd 
'Save As' dk mi;ksx MkWD;wesaV dks igyh ckj lso djus osQ 
fy, fd;k tkrk gSA

	 (b)	 'Save' dk mi;ksx MkWD;wesaV dks igyh ckj lso djus osQ fy, 
fd;k tkrk gS] tcfd 'Save As' dk mi;ksx MkWD;wesaV dks u, 

iQkby uke ;k fdlh fHkUu LFkku ij lso djus osQ fy, fd;k 
tkrk gSA

	 (c)	 'Save' vkSj 'Save As' nksuksa dk mi;ksx MkWD;wesaV dks lso djus 
osQ fy, fd;k tkrk gS_ os ,d gh dekaM osQ nks vyx&vyx 
uke gSaA

	 (d)	 'Save' dk mi;ksx MkWD;wesaV dks DykmM LVksjst esa lso djus osQ 
fy, fd;k tkrk gS] tcfd 'Save As' dk mi;ksx MkWD;wesaV dks 
LFkkuh; daI;wVj ij lso djus osQ fy, fd;k tkrk gSA

	 27.	 ,e,l oMZ 365 (MS Word 365) esa] VkbVy ckj osQ lanHkZ esa esuw 
ckj dh fLFkfr dgka gksrh gS\

Delhi Police Const. 15/11/2023 (Shift-III)
	 (a)	 esuw ckj] VkbVy ckj osQ Åij fLFkr gksrk gSA
	 (b)	 esuw ckj] VkbVy ckj osQ ckbZa vksj fLFkr gksrk gSA
	 (c)	 esuw ckj] VkbVy ckj osQ uhps fLFkr gksrk gSA
	 (d)	 esuw ckj] VkbVy ckj osQ nkbZa vksj fLFkr gksrk gSA

	 28.	 ,e,l oMZ 365 (MS Word 365)osQ ist lsVvi (Page Setup) 
esa dkSu&lk vkWI'ku ;g fu/kZfjr djrk gS fd MkWD;wesaV dk daVsaV 
yacor (Vertically) ;k {kSfrt (Horizontally) :i ls çnf'kZr 
gksxk\

Delhi Police Const. 15/11/2023 (Shift-III)
	 (a)	 vksfj,aVs'ku (Orientation)
	 (b)	 ekftZUl (Margins)
	 (c)	 isij lkbt (Paper Size)
	 (d)	 dkWyEl (Columns)
	 29.	 ,e,l oMZ 365 (MS Word 365) esa] ist 1] 3] 5 vkSj blh çdkj 

vkxs Hkh] istksa dks fçaV djus osQ fy, fuEufyf•r esa ls dkSu&lk 
vkWI'ku lcls mi;qDr gS\

Delhi Police Const. 15/11/2023 (Shift-III)
	 (a)	 fçaV vkWy (Print all)
	 (b)	 fçaV vksM istst (Print Odd Pages)
	 (c)	 fçaV bou istst (Print Even Pages)
	 (d)	 fçaV (Print)
	 30.	 MS-Word 365 esa fuEufyf•r esa ls dkSu lh dkjZokbZ ls vki laiw.kZ 

MkWD;wesaV esa fdlh fof'k"V 'kCn ;k okD;ka'k dks çfrLFkkfir dj ldrs gSa\
Delhi Police Const. 15/11/2023 (Shift-III)

	 (a)	 dV	 (b)	 iQkbaM ,aM fjIysl
	 (c)	 dkWih	 (d)	 isLV
	 31.	 ekbØkslkWÝV oMZ 365 esa 'Center Align' VsDLV vykbuesaV fodYi 

dk mís'; D;k gksrk gS\
Delhi Police Const. 16/11/2023 (Shift-I)

	 (a)	 ;g VsDLV dks ekftZu osQ chp {kSfrt :i ls lsaVj esa djrk gSA
	 (b)	 ;g VsDLV dks ck,¡ ekftZu ij vykbu djrk gS
	 (c)	 ;g VsDLV dks nk,¡ ekftZu ij vykbu djrk gS
	 (d)	 ;g 'kCnksa osQ chp vfrfjDr Lisflax nsrk gS

	 32.	 ,e,l oMZ 365 (MS Word 365) esa fjcu ij fuEufyf•r esa ls 
dkSu&lk VSc iQkWUV LVkby vkSj lkbt tSls VsDLV iQkWeZsfVax osQ fodYi 
çnku djrk gS\

Delhi Police Const. 16/11/2023 (Shift-I)
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	 (a)	 iQkby	 (b)	 gkse
	 (c)	 ist ysvkmV	 (d)	 bUlVZ
	 33.	  ,e,l oMZ 365 (MS Word 365) esa] vki ekbØkslkWÝV oMZ 

(Microsoft Word) esa orZuh vkSj O;kdj.k tkap (spelling and 
grammar check) iQhpj dks oSQls ,Dlsl dj ldrs gSa\

Delhi Police Const. 16/11/2023 (Shift-I)
	 (a)	 'Home' VSc ij tk,a vkSj Spelling & Grammar ij 

fDyd djsa
	 (b)	 View VSc ij tk,a vkSj Spelling & Grammar ij fDyd 

djsa
	 (c)	 'Review' VSc ij tk,a vkSj Spelling & Grammar ij 

fDyd djsa
	 (d)	 'Insert' VSc ij tk,a vkSj Spelling & Grammar ij fDyd 

djsa

	 34.	 ,e,l oMZ 365 (MS Word 365) esa vki 'Save As' iQaD'ku dks 
oSQls ,Dlsl djrs gSa\

Delhi Police Const. 16/11/2023 (Shift-I)
	 (a)	 'Save' vkbdu ij fDyd djosQ
	 (b)	 MkWD;wesaV ij jkbV&fDyd djosQ vkSj 'Save As' dks lsysDV 

djosQ
	 (c)	 dh&cksMZ 'kkWVZdV 'Ctrl + S' dk mi;ksx djosQ
	 (d)	 iQkby VSc ij tkdj 'Save As' dks lsysDV djosQ

	 35.	 ,e,l oMZ 365 (MS Word 365) esa esuw ckj esa gsYi VSc •ksyus 
osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV oaqQth (key) dk mi;ksx 
fd;k tkrk gS\

Delhi Police Const. 16/11/2023 (Shift-I)
	 (a)	 F1	 (b)	 F4
	 (c)	 F12	 (d)	 F2
	 36.	 fuEufyf•r esa ls dkSu lk MS Word 365 nLrkost osQ gsMj ;k 

iqQVj esa ,d lkekU; rRo gS\
Delhi Police Const. 16/11/2023 (Shift-II)

	 (a)	 Bullet points	 (b)	 Document title
	 (c)	 Page number	 (d)	 Font colour
	 37.	 fuEufyf•r esa ls dkSu lh ,e,l oMZ 365 esa lso ,st fodYi osQ 

fy, 'kkWVZdV oqaQth gS\
Delhi Police Const. 16/11/2023 (Shift-II)

	 (a)	 F11	 (b)	 F2
	 (c)	 F12	 (d)	 F1
	 38	 ekbØkslkWÝV oMZ 365 esa ^iQkWUV jax* fodYi dk mís'; D;k gS\

Delhi Police Const. 16/11/2023 (Shift-II)
	 (a)	  VsDLV dk jax cnyuk
	 (b)	  iQkWUV 'kSyh cnyuk
	 (c)	  iQkWUV dk vkdkj cnyuk 
	 (d)	  VsDLV ij i`"BHkwfe jax ykxw djuk

	 39.	 ekbØkslkWÝV oMZ 365 osQ fjcu ij dkSu ls esuw VSc esa VsDLV iQkWeZsfVax 
vkSj ,fMfVax osQ fodYi gksrs gSa\

Delhi Police Const. 16/11/2023 (Shift-II)
	 (a)	 O;w (View)	 (b)	 iQkby (File)
	 (c)	 bUlVZ (Insert)	 (d)	 gkse (Home)

	 40.	 ,e,l oMZ 365 esa iQkWeZsfVax dkWih djus osQ fy, fuEufyf•r esa ls 
dkSu lh 'kkWVZdV oaqQth dk mi;ksx fd;k tkrk gS\

Police Delhi Const. 16/11/2023 (Shift-II)
	 (a)	 Ctrl + Shift + A	 (b)	 Ctrl + Shift + C
	 (c)	 Ctrl + Shift + V	 (d)	 Ctrl + Shift + D
	 41.	 ,e,l oMZ 365 (MS Word 365) osQ vf/dka'k ,IyhosQ'kal esa 

lsysDVsM VsDLV dks dkWih djus osQ fy, dh&cksMZ 'kkWVZdV D;k gksrk 
gS\

Delhi Police Const. 16/11/2023 (Shift-III)
	 (a)	 Ctrl + C	 (b)	 Ctrl + X
	 (c)	 Ctrl + V	 (d)	 Ctrl + Z
	 42.	 ,e,l oMZ 365 (MS Word 365) esa] ist lsVvi lewg esa czsd 

osQ ckn VsDLV dks u, ist ;k MkWD;wesaV ij 'kq: djus osQ fy, iQkslZ 
djus gsrq fuEufyf•r esa ls fdldk mi;ksx fd;k tkrk gS\

Delhi Police Const. 16/11/2023 (Shift-III)
	 (a)	 vksfj,aVs'ku (Orientation)
	 (b)	 ist lkbt (Page Size)
	 (c)	 ist czsd (Page Break)
	 (d)	 ist ekftZu (Page Margins)
	 43.	 ,e,l oMZ 365 (MS Word 365) esa] fçaV lsfVax Mk;ykWx dk 

^uacj vkWiQ dkWiht* fodYi vkidks D;k djus dh lqfo/k nsrk gS\
Delhi Police Const. 16/11/2023 (Shift-III)

	 (a)	 isij lkbt pquus
	 (b)	 fçaV djus osQ fy, istksa dh la[;k fufnZ"V djus

	 (c)	 iQkWUV lkbt lek;ksftr djus

	 (d)	 ;g fufnZ"V djus fd MkWD;wesaV dh fdruh dkWfi;ka fçaV dh tkuh 
gSa

	 44.	 ,e,l oMZ (MS Word) esa] tc gesa leku VsDLV dks nksckjk Vkbi 
djus dh vko';drk gksrh gS rks fuEufyf•r esa ls fdl vkWI'ku dk 
mi;ksx fd;k tk ldrk gS D;ksafd ;g le; vkSj ç;kl dks de 
djrk gS\

Delhi Police Const. 16/11/2023 (Shift-III)
	 (a)	 fjIysl (Replace)	 (b)	 iQkbaM (Find)
	 (c)	 dkWih (Copy)	 (d)	 dV (Cut)
	 45.	 fuEufyf•r esa ls dkSu&lk ,e,l oMZ 365 (MS Word 365)esa 

,d VsDLV lajs•.k (vykbuesaV) ugha gS\
Delhi Police Const. 16/11/2023 (Shift-III)

	 (a)	 vykbu VsDLV jkbV (Align Text Right)
	 (b)	 vykbu VsDLV fefMy (Align Text Middle)
	 (c)	 vykbu VsDLV lsaVj (Align Text Center)
	 (d)	 vykbu VsDLV tfLViQkbZ (Align Text Justify)
	 46.	 dkSu lk fodYi vkidks Microsoft Word 365 esa •ksyrs le; 

,dkf/d nLrkostksa dk p;u djus dh vuqefr nsrk gS\
Delhi Police Const. 17/11/2023 (Shift-I)

	 (a)	 nLrkostksa ij fDyd djrs le; Shift oaqQth nck, j•saA
	 (b)	 nLrkostksa ij fDyd djrs le; Tab oaqQth nck, j•saA
	 (c)	 nLrkostksa ij fDyd djrs le; foaMkst oaqQth nck, j•saA 
	 (d)	 nLrkostksa ij fDyd djrs le; Alt oaqQth nck, j•saA
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	 47.	 ekbØkslkWÝV oMZ 365 esa] fdlh ekStwnk nLrkost dks u, uke ls ;k 
fdlh vyx LFkku ij lgstus osQ fy, fdl fodYi dk mi;ksx 
fd;k tkrk gS\

Delhi Police Const. 17/11/2023 (Shift-I)
	 (a)	 fçaV (Print)	 (b)	 lso (Save)
	 (c)	 dkWih (Copy)	 (d)	 lso ,t (Save As)
	 48.	 ekbØkslkWÝV oMZ 365 esa 'isLV' dekaM D;k djrk gS\

Delhi Police Const. 17/11/2023 (Shift-I)
	 (a)	 p;fur VsDLV dks gVkrk gS
	 (b)	 fDyicksMZ dh lkexzh gVkrk gS
	 (c)	 p;fur VsDLV dks fDyicksMZ ij dkWih djrk gS
	 (d)	 fDyicksMZ ls lkexzh dks nLrkost esa lfEefyr djrk gS

	 49.	 ,e,l&oMZ 365 esa p;fur VsDLV dks bVSfyd esa la'kksf/r djus osQ 
fy, fuEufyf•r esa ls dkSu lh 'kkWVZdV oaqQth dk mi;ksx fd;k tkrk 
gS\

Delhi Police Const. 17/11/2023 (Shift-I)
	 (a)	 Ctrl + O	 (b)	 Ctrl + 1
	 (c)	 Ctrl + U	 (d)	 Ctrl + B
	 50.	 ,e,l&oMZ 365 esa dkSu lk fodYi vkidks iSjkxzkiQ esa VsDLV dks 

ck,a vkSj nk,a ekftZu nksuksa esa lajsf•r djus dh vuqefr nsrk gS] ftlls 
,d vkd"kZd nLrkost curk gS\

Delhi Police Const. 17/11/2023 (Shift-I)
	 (a)	 iafDr fjfDr (Line Spacing)
	 (b)	 tfLVfiQosQ'ku (Justification)
	 (c)	 VsDLV  baMsaVs'ku (Text Indentation)
	 (d)	 iSjkxzkiQ lajs•.k (Paragraph Alignment)
	 51.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) MkWD;wesaV fdl 

çdkj fçaV fd;k tkrk gS\
Delhi Police Const. 17/11/2023 (Shift-II)

	 (a)	 jsMh fçaVj (Ready Printer) dekaM dks lsysDV djosQ
	 (b)	 fçaV (Print) dekaM dks lsysDV djosQ vkSj fiQj 'OK' dks 

Select djosQ
	 (c)	 fçaV (Print) dekaM dks lsysDV djosQ
	 (d)	 jsMh fçaVj (Ready Printer) dekaM dks lsysDV djosQ vkSj 

fiQj 'OK' dks lsysDV djosQ

	 52.	 ,e,l oMZ 365 (MS Word 365) esa] ;fn vki fdlh MkWD;wesaV osQ 
ist 1] 3] vkSj 5 dks fçaV djuk pkgrs gSa] rks vkidks fuEufyf•r 
esa ls fdl ist jsat (page ranges) dks lsysDV djuk pkfg,\

Delhi Police Const. 17/11/2023 (Shift-II)
	 (a)	 1, 3 – 5	 (b)	 1 – 3, 5
	 (c)	 1 – 5	 (d)	 1, 3, 5
	 53.	 ,e,l&oMZ 365 osQ oMZ MkWD;wesaV esa VsDLV dks ,d LFkku ls nwljs 

LFkku ij ys tkus osQ fy, fuEufyf•r esa ls fdldk mi;ksx fd;k 
tkrk gS\

Delhi Police Const. 17/11/2023 (Shift-II)
	 (a)	 VsDLV dks dkVsa vkSj bfPNr LFkku ij fpidk,¡
	 (b)	 p;fur VsDLV dks dkWih djsa
	 (c)	 p;fur VsDLV dk p;u djsa vkSj mls dkVsa 
	 (d)	 VsDLV dks dkWih djsa vkSj bfPNr LFkku ij isLV djsa 

	 54.	 VsDLV dks lqijfLØIV esa cnyus osQ fy, fuEufyf•r esa ls dkSu&lk 
vkWI'ku lgh gS\

Delhi Police Const. 17/11/2023 (Shift-II)
	 (a)	 Ctrl+Shift+U	 (b)	 Ctrl+Shift+S
	 (c)	 Shift+S	 (d)	 Ctrl+Shift+ +
	 55.	 ,e,l oMZ 365 (MS Word 365) ls lacaf/r fuEufyf•r esa ls 

dkSu lk@ls dFku lgh gS@gSa\
	 1.	 'lso' ('Save') vkidks igys ls lso dh xbZ iQkby dks u, daVsaV 

osQ lkFk viMsV djus dh lqfo/k nsrk gSA
	 2.	 ^lso ,t* ('Save As') vkidks ,d ubZ iQkby ;k ekStwnk iQkby 

dks mlh uke ls ;k vyx uke ls ,d u, LFkku ij lso djus 
dh lqfo/k nsrk gSA

Delhi Police Const. 17/11/2023 (Shift-II)
	 (a)	 osQoy (1)
	 (b)	 osQoy (2)
	 (c)	 (1) vkSj (2) nksuksa
	 (d)	 u rks (1) vkSj u gh (2)

	 56.	 fuEu esa ls dkSu lk fodYi Save vkSj Save As osQ chp osQ varj 
dks lcls vPNs ls crkrk gS\

Delhi Police Const. 17/11/2023 (Shift-III)
	 (a)	 'Save' dk mi;ksx LFkkuh; daI;wVj esa iQkby dks lgstus osQ 

fy, fd;k tkrk gS] tcfd 'Save As' dk mi;ksx DykmM ij 
bls lgstus osQ fy, fd;k tkrk gSA

	 (b)	 'Save' dk mi;ksx laihfM+r rjhosQ ls iQkby dks lgstus osQ fy, 
fd;k tkrk gS] tcfd 'Save As' dk mi;ksx bls oSls gh lgstus 
osQ fy, fd;k tkrk gSA

	 (c)	 'Save' dk mi;ksx igyh ckj nLrkost dks lgstus osQ fy, 
fd;k tkrk gS] tcfd 'Save As' dk mi;ksx nLrkost dks u, 
uke ;k vyx iQkby çk:i esa lgstus osQ fy, fd;k tkrk gSA

	 (d)	 'Save' dk mi;ksx iQkby dks osQoy i<+us ;ksX; iQkby osQ :i 
esa lgstus osQ fy, fd;k tkrk gS] tcfd 'Save As' dk mi;ksx 
bls laiknu ;ksX; iQkby osQ :i esa lgstus osQ fy, fd;k tkrk 
gSA

	 57.	 ,e,l oMZ 365 esa fdlh nLrkost esa vU; VsDLV osQ Lo:i.k ls esy 
•kus osQ fy, VsDLV osQ Lo:i.k dks cnyus osQ fy,] fuEufyf•r esa 
ls fdl Vwy dk mi;ksx fd;k tk ldrk gS\

Delhi Police Const. 17/11/2023 (Shift-III)
	 (a)	 SmartArt	 (b)	 Format Painter
	 (c)	 Change Styles	 (d)	 Paragraph Alignment
	 58.	 fuEufyf•r esa ls dkSu lk fodYi vkidks ,e,l oMZ 365 esa ,d 

iSjkxzkiQ esa vyx&vyx ekftZu ij VsDLV lsV djus dh vuqefr nsxk\
Delhi Police Const. 17/11/2023 (Shift-III)

	 (a)	 Page breaks	 (b)	 Indenting
	 (c)	 Line spacing	 (d)	 Border
	 59.	 ekbØkslkWÝV oMZ 2019 esa] ^iSjkxzkiQ* Mk;ykWx ckWDl osQ ^baMsaV vkSj 

Lisflax* vkSj ^ykbu vkSj ist czsd* VSc nksuksa esa dkSu lk fodYi 
lkekU; gS\

Delhi Police Const. 17/11/2023 (Shift-III)
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	 (a)	  VsDLVckWDl fodYi (Textbox Options)
	 (b)	  lkekU; (General)
	 (c)	  çhO;w (Preview)
	 (d)	  baMsaVs'ku (Indentation)
	 60.	 ,e,l oMZ (MS Word) esa VsDLV osQ chp ls ,d js•k •hapus osQ 

fy, fuEufyf•r esa ls dkSu&lk vkWI'ku lgh gS\
Delhi Police Const. 17/11/2023 (Shift-III)

	 (a)	 LVªkbdFkzw (Strikethrough)
	 (b)	 ykbu (Line)
	 (c)	 vaMjykbu (Underline)
	 (d)	 MS'k (Dash)
	 61.	 ekbØkslkWÝV oMZ 2019 (Microsoft Word 2019) esa] fuEufyf•r 

esa ls dkSu&lh lsfVax ^iSjkxzkiQ ('Paragraph)* Mk;ykWx ckWDl osQ 
^baMsaV~l ,aM Lisflax (Indents and Spacing)* VSc esa ugha ikbZ 
tkrh gS\

Delhi Police Const. 20/11/2023 (Shift-I)
	 (a)	 isthus'ku (Pagination)
	 (b)	 Lisflax (Spacing)
	 (c)	 baMsaVs'ku (Indentation)
	 (d)	 tujy (General)
	 62.	 ,e,l oMZ 365 (MS Word 365) esa çlax lkis{k (Context 

Sensitive) lgk;rk çkIr djus osQ fy, fuEufyf•r esa ls fdl 
'kkWVZdV oaqQth (keys) dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 20/11/2023 (Shift-I)
	 (a)	 F7 nck,a	 (b)	 F6 nck,a
	 (c)	 F10 nck,a	 (d)	 F1 nck,a
	 63.	 ,e,l oMZ 365 (MS Word 365) esa iQkby osQ lHkh 'kCnksa dks 

lsysDV djus osQ fy, 'kkWVZdV dekaM D;k gS\
Delhi Police Const. 20/11/2023 (Shift-I)

	 (a)	 Ctrl + C	 (b)	 Ctrl + X
	 (c)	 Ctrl + A	 (d)	 Ctrl + Z
	 64.	 ,e,l oMZ 365 (MS-Word 365) esa p;fur VsDLV osQ fy, u;k 

iQkWUV pquus osQ fy, fuEufyf•r esa ls fdl dhcksMZ 'kkWVZdV oaqQth 
(key) dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 20/11/2023 (Shift-I)
	 (a)	 Ctrl + F	 (b)	 Ctrl + Alt + F
	 (c)	 Ctrl + Shift + F	 (d)	 Shift + F
	 65.	 oMZ çkslsflax (Word Processing) lkWÝVos;j esa esuw ckj osQ uhps 

cVu ;k vkbdu osQ lewg dks ------------ dgk tkrk gSA
Delhi Police Const. 20/11/2023 (Shift-II)

	 (a)	 Vwyckj (Toolbar)
	 (b)	 esuw (Menu)
	 (c)	 LVsVl ckj (Status bar)
	 (d)	 Mk;ykWx ckWDl (Dialog Box)
	 66.	 foaMkst 10 esa ,e,l oMZ 365 esa] iQkWUV&esuw MªkWiMkmu fyLV esa 

fuEufyf•r esa ls dkSu&lk fMiQkWYV iQkWUV lkbt ugha gks ldrk gS\
Delhi Police Const. 20/11/2023 (Shift-II)

	 (a)	 13	 (b)	 11
	 (c)	 10	 (d)	 9

	 67.	 ,e,l oMZ 365 (MS Word 365) esa iSjkxzkiQ baMsaVs'ku dks c<+kus 
osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV oaqQth (Shortcut Key) 
dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 20/11/2023 (Shift-II)
	 (a)	 Ctrl + I	 (b)	 Ctrl + M
	 (c)	 Ctrl + L	 (d)	 Ctrl + Tab
	 68.	 fuEufyf•r esa ls dkSu&lk lkekU;r% bLrseky fd;k tkus okyk oMZ 

çkslsflax iSosQt gS\
Delhi Police Const. 20/11/2023 (Shift-II)

	 (a)	 ekbØkslkWÝV ,Dlsy	 (b)	 ,Mksc iQksVks'kkWi
	 (c)	 xwxy Økse	 (d)	 ekbØkslkWÝV oMZ

	 69.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa VsDLV isLV djrs 
le;] ;fn xarO; esa igys ls gh VsDLV ekStwn gS rks fMiQkWYV O;ogkj 
D;k gksrk gS\

Delhi Police Const. 20/11/2023 (Shift-III)
	 (a)	 isLV fd, x, VsDLV osQ lkFk ,d u;k MkD;wesaV cukukA
	 (b)	 isLV fd;k x;k VsDLV ekStwnk VsDLV osQ lkFk etZ gks tkrk gS
	 (c)	 ekStwnk VsDLV vksojjkbV gks tkrk gSA
	 (d)	 VsDLV dks vksojjkbV djus ;k etZ djus osQ chp p;u djus osQ 

fy, mi;ksxdrkZ dks laosQr (Prompt) nsukA
	 70.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa] gsMj ;k iQqVj 

fMiQkWYV :i ls fdl ist ij çnf'kZr gksrk gS\
Delhi Police Const. 20/11/2023 (Shift-III)

	 (a)	 eè; ist ij	 (b)	 vkf•jh ist ij
	 (c)	 igys ist ij	 (d)	 çR;sd ist ij

	 71.	 ,e,l oMZ 365 (MS Word 365) esa VsDLV dks tfLViQkbZ 
(justify) djus osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV oaqQth 
(key) dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 20/11/2023 (Shift-III)
	 (a)	 Ctrl + 1	 (b)	 Ctrl + B
	 (c)	 Ctrl + J	 (d)	 Ctrl + U
	 72.	 ekbØkslkWÝV oMZ 365 tSls oMZ çkslsflax iSosQt dk çkFkfed mís'; 

D;k gksrk gS\
Delhi Police Const. 20/11/2023 (Shift-III)

	 (a)	 bZesy Hkstuk
	 (b)	 MkWD;wesaV cukuk vkSj ,fMV djuk
	 (c)	 LçsM'khV cukuk
	 (d)	 çtsaVs'ku fMtkbu djuk

	 73.	 ,e,l oMZ 365 (MS-Word 365) esa gsYi esuw çkIr djus osQ fy, 
fuEufyf•r esa ls fdl 'kkWVZdV oaqQth (key) dk mi;ksx fd;k tkrk 
gS\

Delhi Police Const. 20/11/2023 (Shift-III)
	 (a)	 Alt + F1	 (b)	 Ctrl + F1
	 (c)	 F1	 (d)	 Shift + F1
	 74.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa] ge vyx&vyx 

iQkWeZsV okys {ks=kksa dks vyx djosQ ,d gh MkWD;wesaV esa vyx&vyx 
ist iQkWeZsV fdl çdkj vIykbZ dj ldrs gSa\

Delhi Police Const. 21/11/2023 (Shift-I)
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	 (a)	 bUlVZ (Insert) }kjk
	 (b)	 ist ysvkmV (Page Layout) }kjk
	 (c)	 lsD'ku czsd (Section Break) }kjk
	 (d)	 ist czsd (Page Break) }kjk
	 75.	 ,e,l oMZ 365 (MS Word 365) osQ gkse VSc esa] fuEufyf•r esa 

ls fdl lewg esa cqysV vkSj uacfjax ekStwn gksrs gSa\
Delhi Police Const. 21/11/2023 (Shift-I)

	 (a)	 fDyicksMZ	 (b)	 ,fMfVax
	 (c)	 iSjkxzkiQ	 (d)	 iQkWUV
	 76.	 fuEufyf•r esa ls dkSu&lk ckj] esuw dekaM~l osQ fy, ,d 'kkWVZdV 

çnku djrk gS] ftUgsa vkbdUl osQ :i esa n'kkZ;k tkrk gS\
Delhi Police Const. 21/11/2023 (Shift-I)

	 (a)	 esuw ckj	 (b)	 Lisl ckj
	 (c)	 ofVZdy ckj	 (d)	 Vwy ckj
	 77.	 ,e,l oMZ 365 (MS Word 365) esa] vki ekbØkslkWÝV oMZ 

(Microsoft Word) esa iSjkxzkiQ dks oSQls lsysDV dj ldrs gSa\
Delhi Police Const. 21/11/2023 (Shift-I)

	 (a)	 laiw.kZ iSjkxzkiQ dks lsysDV djus osQ fy, Ctrl + B nck,aA
	 (b)	 iSjkxzkiQ osQ Hkhrj dgha Hkh fVªiy&fDyd djsaA
	 (c)	 iSjkxzkiQ osQ Hkhrj dgha Hkh Mcy&fDyd djsaA
	 (d)	 iSjkxzkiQ osQ Hkhrj dgha Hkh jkbV&fDyd djsa vkSj 'Select 

Paragraph' pqusaA
	 78.	 ,e,l oMZ 365 (MS Word 365) esa MkWD;wesaV fçaV djrs le; 

fuEufyf•r esa ls fdl fodYi dk mi;ksx fd;k tkrk gS] vFkkZr~ 
;fn ge 7 ls 10 rd osQ lHkh ist fçaV djuk pkgrs gSa] rks fçaVj 
dks osQoy 7osa] 8osa] 9osa vkSj 10osa ist dks fçaV djuk pkfg,\

Delhi Police Const. 21/11/2023 (Shift-II)
	 (a)	 fçaV ou lkbM	 (b)	 dksysVsM
	 (c)	 vksfj,UVs'ku	 (d)	 fçaV dLVe jsat

	 79.	 ,e,l oMZ 365 (MS-Word 365) esa] fuEufyf•r esa ls dkSu&lh 
fØ;k MkWD;wesaV fØ,'ku çfØ;k dk ,d Hkkx gS\

Delhi Police Const. 21/11/2023 (Shift-II)
	 (a)	 MkWD;wesaV dks u;s uke ls lso djuk

	 (b)	 MkWD;wesaV fçaV djuk

	 (c)	 daVsaV dh Vscy bUlVZ djuk

	 (d)	 VsDLV esa iQkWeZsfVax ykxw djuk

	 80.	 vf/dka'k oMZ çkslsljksa esa] fuEufyf•r esa ls fdu dhcksMZ 'kkWVZdV~l 
dk mi;ksx] VsDLV dks Øe'k% cksYM] bVSfylkbt vkSj vaMjykbu djus 
osQ fy, fd;k tkrk gS\

Delhi Police Const. 21/11/2023 (Shift-II)
	 (a)	 Ctrl + A, Ctrl + B, Ctrl + C
	 (b)	 Ctrl + P, Ctrl + V, Ctrl + U
	 (c)	 Ctrl + B, Ctrl + X, Ctrl + V
	 (d)	 Ctrl + B, Ctrl + I, Ctrl + U
	 81.	 dkSu lk fodYi vkidks ekbØkslkWÝV oMZ 365 esa lsysDV fd, x, 

VsDLV dk lkbt c<+kus dh lqfo/k nsrk gS\
Delhi Police Const. 21/11/2023 (Shift-II)

	 (a)	 vaMjykbu (Underline)
	 (b)	 bVSfyd (Italic)
	 (c)	 iQkWUV lkbt (Font Size)
	 (d)	 cksYM (Bold)
	 82.	 ,e,l oMZ 365 (MS Word 365) esa] fçaV çhO;w djus osQ fy, 

mi;ksx dh tkus okyh dhcksMZ 'kkWVZdV oaqQth (keys) dkSu&lh gS\
Delhi Police Const. 21/11/2023 (Shift-II)

	 (a)	 Ctrl + F2	 (b)	 Ctrl + F1
	 (c)	 Shift + F1	 (d)	 Shift + F2
	 83.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa fçaV fçO;w eksM 

(Print Preview Mode) esa] MkD;wesaV dks fçaV djus ls igys vki 
D;k fjO;w vkSj ifjorZu dj ldrs gSa\

Delhi Police Const. 21/11/2023 (Shift-III)
	 (a)	 MkD;wesaV daVsaV vkSj ,fMfVax vkWI'ku
	 (b)	 ist ysvkmV
	 (c)	 iQkWUV LVkby vkSj lkbt
	 (d)	 fçaVj dusfDVfoVh vkSj usVodZ lsfVaXl

	 84.	 ,e,l oMZ 365 (MS Word 365) •ksyus ij gesa fuEufyf•r esa 
ls D;k feyrk gS\

Delhi Police Const. 21/11/2023 (Shift-III)
	 (a)	 fcuk fdlh fMiQkWYV uke osQ fjDr i`"B
	 (b)	 fMiQkWYV uke "Document 1" osQ lkFk fjDr i`"B
	 (c)	 fMiQkWYV uke "page 1" osQ lkFk fjDr i`"B
	 (d)	 fMiQkWYV uke "Doc 1" osQ lkFk fjDr i`"B
	 85.	 ekbØkslkWÝV oMZ 365 esa lqijfLØIV iQhpj dk D;k dk;Z gksrk gS\

Delhi Police Const. 21/11/2023 (Shift-III)
	 (a)	 VsDLV dks NksVk vkSj cslykbu ls Åij j•uk
	 (b)	 VsDLV osQ uhps ,d iafDr tksM+uk
	 (c)	 VsDLV dks cksYM vkSj bVSfyd cukuk
	 (d)	 VsDLV dks cM+k vkSj cslykbu ls uhps j•uk
	 86	 ,e,l oMZ 365 (MS Word 365) esa] p;fur VsDLV dks ekWfMiQkbZ 

djus osQ fy, fuEufyf•r esa ls fdldk mi;ksx ugha fd;k tkrk gS\
Delhi Police Const. 21/11/2023 (Shift-III)

	 (a)	 Ctrl + I	 (b)	 Ctrl + O
	 (c)	 Ctrl + U	 (d)	 Ctrl + B
	 87.	 ,e,l oMZ 365 (MS Word 365) esa ̂ O;kdj.k tkap (xzkej psd)* 

lqfo/k D;k djrh gS\
Delhi Police Const. 21/11/2023 (Shift-III)

	 (a)	 ;g nLrkost dh lajpuk dks csgrj cukus osQ fy, lq>ko nsrh 
gSA

	 (b)	 ;g VsDLV esa O;kdj.k laca/h =kqfV;ksa dh igpku djrh gS vkSj 
mUgsa Bhd djus osQ fy, lq>ko çnku djrh gSA

	 (c)	 ;g lgh orZuh dks fn•krh gS vkSj lq>ko nsrh gSA
	 (d)	 ;g iwoZfu/kZfjr 'kSyh fu;eksa osQ vk/kj ij VsDLV dks iQkWeZsV 

djrh gSA
	 88.	 ekbØkslkWÝV vkWfiQl çksiQs'kuy Iyl 2016 (Microsoft Office 

Professional Plus 2016) esa vkidks LVkVZ esy etZ (Start 
Mail Merge) fuEufyf•r esa ls fdl VSc osQ varxZr feysxk\

Delhi Police Const. 22/11/2023 (Shift-I)
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	 (a)	 bUlVZ (Insert)	 (b)	 gkse (Home)
	 (c)	 esfyaXl (Mailings)	 (d)	 jsiQjsalsl (References)
	 89.	 ,e,l&oMZ 365 (MS-Word 365) esa p;fur VsDLV dk vkdkj 

c<+kus osQ fy, fuEufyf•r esa ls fdl dhcksMZ 'kkWVZdV dk mi;ksx 
fd;k tkrk gS\

Delhi Police Const. 22/11/2023 (Shift-I)

	 (a)	 Ctrl + <	 (b)	 Ctrl + +
	 (c)	 Ctrl + ]	 (d)	 Ctrl + ?
	 90.	 ,e,l oMZ 365 (MS Word 365) esa] fuEufyf•r esa ls dkSu&lk 

lajs•.k (Alignment) vkiosQ VsDLV dks iSjkxzkiQ osQ nksuksa vksj 
cjkcj fdukjk nsxkA vkSj vkiosQ VsDLV dh çR;sd iafDr dks ck,a vkSj 
nk,a ekftZu rd foLrkfjr djsxk\

Delhi Police Const. 22/11/2023 (Shift-I)
	 (a)	 tfLViQkbZ (Justify)
	 (b)	 lsaVj (Center)
	 (c)	 ysÝV vykbuesaV (Left Alignment)
	 (d)	 jkbV vykbuesaV (Right Alignment)
	 91.	 ,e,l oMZ 365 (MS Word 365)] ,d u;s •kyh MkWD;wesaV •ksyus 

osQ fy, fuEufyf•r esa ls fdl dhcksMZ 'kkWVZdV oaqQth (key) dk 
mi;ksx fd;k tkrk gS\

Delhi Police Const. 22/11/2023 (Shift-I)
	 (a)	 Ctrl + O	 (b)	 Ctrl + N
	 (c)	 Shift + O	 (d)	 Alt + O
	 92.	 ,e,l oMZ 365 (MS Word 365) dh iSjkxzkiQ iQkWeZsfVax esa 

fuEufyf•r esa ls dkSu&lk vkI'ku ekStwn gksrk gS\
Delhi Police Const. 22/11/2023 (Shift-I)

	 (a)	 lso (Save)
	 (b)	 fjIysl (Replace)
	 (c)	 iQkbaM (Find)
	 (d)	 ykbu Lisflax (Line Spacing)
	 93.	 ,e,l oMZ (MS Word) esa ,d Vscy esa lsy iSfMax (Cell 

Padding) çkWiVhZ dk mís'; fuEufyf•r esa ls D;k gS\
Delhi Police Const. 22/11/2023 (Shift-II)

	 (a)	 çR;sd lsy osQ pkjksa vksj ,d ckWMZj ,sM djuk
	 (b)	 lsYl vkSj mlosQ daVsaV osQ chp osQ Lisl dks ,MtLV djuk
	 (c)	 lsy osQ Hkhrj iQkWUV lkbt cnyuk
	 (d)	 vklUu lsYl dks etZ djuk

	 94.	 ,e,l oMZ 365 (MS Word 365) MkWD;wesaV esa 'cksYM (Bold)' 
iQkWeZsfVax fodYi dk VsDLV ij lkekU;r% fuEufyf•r esa ls D;k 
çHkko iM+rk gS\

Delhi Police Const. 22/11/2023 (Shift-II)
	 (a)	 VsDLV dks cM+k djrk gS
	 (b)	 VsDLV dk jax cnyrk gS
	 (c)	 VsDLV dks xk<+k vkSj eksVk cukrk gS
	 (d)	 iQkWUV LVkby dks bVSfyd esa cnyrk gS

	 95.	 cqysV vkSj uacfjax dk mi;ksx vkerkSj ij Microsoft Word 365 
esa fd;k tkrk gSA

Delhi Police Const. 21/11/2023 (Shift-I)

	 (a)	 csgrj laxBu osQ fy, lwfp;k¡ cuk,¡
	 (b)	 VsDLV dks bVSfylkbt djsa
	 (c)	 iSjkxzkiQ pkjksa vksj ckWMZj tksM+sa
	 (d)	 VsDLV dks 'kh"kZd osQ :i esa çk:fir djsa

	 96.	 ,e,l oMZ 365 (MS Word 365) esa] gkse (Home) VSc osQ Hkhrj 
fdl xzqi esa vykbuesaV vkWI'ku gksrs gSa\

Delhi Police Const. 22/11/2023 (Shift-II)
	 (a)	 LVkby (Styles)	 (b)	 iSjkxzkiQ (Paragraph)
	 (c)	 ,fMfVax (Editing)	 (d)	iQkWUV (Font )
	 97.	 ekbØkslkWÝV oMZ 365 esa ^fçaV fçO;w* iQhpj dk mís'; D;k gksrk gS\

Delhi Police Const. 22/11/2023 (Shift-II)
	 (a)	 ;g vkidks VsDLV vkSj iQkWeZsfVax ,fMV djus dh lqfo/k nsrk gSA
	 (b)	 ;g vkidks best vkSj xzkfiQDl balVZ djus dh lqfo/k nsrk gSA
	 (c)	 ;g O;kdj.k vkSj orZuh esa lq/kj osQ fy, lq>ko nsrk gSA
	 (d)	 ;g bl ckr dk iwokZoyksdu çnku djrk gS fd fçaV gksus ij 

MkWD;wesaV oSQlk fn•sxkA

	 98.	 ,e,l oMZ 365 (MS Word 365) esa] gSecxZj esuw (Hamburger 
Menu) ls vkidk D;k rkRi;Z gS\

Delhi Police Const. 22/11/2023 (Shift-II)
	 (a)	 ;g VªsfM'kuy iQkby esuw dks gkbZM djrk gSA
	 (b)	 ;g MkWD;wesaV dks iQkby esa fMyhV djrk gSA
	 (c)	 ;g MkWD;wesaV dks iQkby esa lso djrk gSA
	 (d)	 ;g MkWD;wesaV dks iQkby esa fçaV djrk gSA

	 99.	 ,e,l oMZ 2016 (MS Word 2016) esa fçaV fçO;w ij fLop djus 
osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV oaqQth (key) dk mi;ksx 
fd;k tkrk gS\

Delhi Police Const. 22/11/2023 (Shift-III)
	 (a)	 ist Mkmu	 (b)	 Ctrl + P
	 (c)	 Ctrl + Alt + I	 (d)	 ist vi

	100.	 ,e,l oMZ 365 (MS Word 365) esa 'kkWVZdV oaqQth Ctrl + I dk 
mi;ksx djus ij fuEufyf•r esa ls dkSu lk dk;Z fu"ikfnr gksrk gS\

Delhi Police Const. 22/11/2023 (Shift-III)
	 (a)	  VsDLV ^LVªkbd Fkzw* gks tkrk gS
	 (b)	  VsDLV ^vaMjykbu* gks tkrk gS
	 (c)	  VsDLV ^bVSfyd* gks tkrk gS
	 (d)	  VsDLV ^cksYM* gks tkrk gS
	101.	 ,e,l oMZ 365(MS Word 365)orZuh vkSj O;kdj.k laca/h =kqfV;ksa 

osQ fy, vkiosQ VsDLV dks fdl çdkj lgh vkSj iQkWeZsV (format) 
djrk gS] bls vki File - > Options > vkSj ----------- ij tkdj 
cny ldrs gSaA

Delhi Police Const. 22/11/2023 (Shift-III)
	 (a)	  ist ysvkmV lsfVaXl (Page Layout Settings)
	 (b)	  ist lkbt lsafVaXl (Page Size Settings)
	 (c)	  iQkWUV lsfVaXl (Font Settings)
	 (d)	  çwfiQax (Proofing)
	102.	 O;kdj.k vkSj orZuh dh tkap osQ fy, ,e,l oMZ 365 (MS Word 

365) esa vkWVksdjsDV iQaD'ku (Autocorrect Function) dk mi;ksx 
fd;k tk ldrk gS vkSj ;g ----------- osQ ekè;e ls miyC/ gksrk gSA

Delhi Police Const. 22/11/2023 (Shift-III)
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	 (a)	 File → Options→Proofing
		  (iQkby → vkWI'kUl → çwfiQax )
	 (b)	 File→ Options → General
		  (iQkby → vkWI'kUl → tujy)
	 (c)	  File → Options → Display
		  (iQkby → vkWI'kUl → fMLIys)
	 (d)	 File → Options → Language
		  (iQkby → vkWI'kUl → ySaXost)
	103.	 fuEufyf•r esa ls dkSu&lk oMZ çkslsflax MkWD;wesaV esa rkfydk cukus 

dk çeq• mís'; gS\
Delhi Police Const. 22/11/2023 (Shift-III)

	 (a)	 ltkoVh ,fyesaV dks tksM+uk vkSj MkWD;wesaV osQ n`'; vkd"kZ.k dks 
c<+kukA

	 (b)	 rkfydk osQ Hkhrj VsDLV esa fofHkUu iQkWUV vkSj jax ykxw djuk A
	 (c)	 ist vksfj,aVs'ku cnyuk vkSj MkWD;wesaV osQ ekftZu dks lek;ksftr 

djukA
	 (d)	 tkudkjh dks lajfpr vkSj vklkuh ls i<+us ;ksX; çk:i esa 

O;ofLFkr vkSj çLrqr djukA

	104.	 ,e,l oMZ 365 (MS Word 365) esa Lisfyax vkSj xzkej Vwy dk 
mi;ksx djosQ fuEufyf•r esa ls D;k fd;k tk ldrk gS\

	 A.	 xzkej laca/h =kqfV;ksa dks bafxr djuk
	 B.	 Vkbi djrs le; Lisfyax laca/h =kqfV;ksa dks Bhd djuk
	 C.	 cM+s v{kjksa (capitalisation) dh =kqfV;ksa okys 'kCnksa dks 

igpkuuk
Delhi Police Const. 23/11/2023 (Shift-I)

	 (a)	 osQoy A vkSj B	 (b)	 osQoy B vkSj C
	 (c)	 osQoy A vkSj C	 (d)	 A] B vkSj C
	105.	 ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls fdl 

'kkWVZdV oaqQth (shortcut key) dk mi;ksx VsDLV dks dV djus osQ 
fy, fd;k tkrk\

Delhi Police Const. 23/11/2023 (Shift-I)
	 (a)	 Ctrl + Shift + X	 (b)	 Ctrl + C
	 (c)	 Shift + X	 (d)	 Ctrl + X
	106.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa fdlh ekStwnk 

MkWD;wesaV esa fd, x, ifjorZuksa dks lso (save) djus osQ fy, fdl 
vkWI'ku dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 23/11/2023 (Shift-I)
	 (a)	 lso vkWy (Save All)
	 (b)	 lso (Save)
	 (c)	 lso psatsl (Save Changes)
	 (d)	 lso ckbZ (Save By)
	107.	 ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls dkSu&lk 

dekaM mi;ksxdrkZ dks MkWD;wesaV dks isij ij fçaV djus ls igys 
mldk iwokZoyksdu djus dh vuqefr nsrk gS\

Delhi Police Const. 23/11/2023 (Shift-I)
	 (a)	 fçUV fçO;w (Print Preview)
	 (b)	 ys&vkmV fçaV ys&vkmV (Layout Print Layout)
	 (c)	 fçaV (Print)
	 (d)	 O;w (View)

	108.	 ,e,l oMZ 365 (MS Word 365) esa] isij osQ fdukjs vkSj VsDLV 
osQ chp dh txg dk o.kZu djus osQ fy, fuEufyf•r esa ls fdl 
'kCn dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 23/11/2023 (Shift-I)
	 (a)	 lkbt (Size)
	 (b)	 dkWye (Columns)
	 (c)	 vksfj,aVs'ku (Orientation)
	 (d)	 ekftZu (Margins)
	109.	  ,e,l oMZ 365 (MS Word 365) esa 'Contact Us' fuEufyf•r 

esa ls fdl lsD'ku esa ekStwn gksrk gS\
Delhi Police Const. 23/11/2023 (Shift-II)

	 (a)	 gsYi (Help)	 (b)	 fjO;q (Review)
	 (c)	 esfyaXl (Mailings)	 (d)	 jsiQsjsalsl (References)
	110.	 ,e,l oMZ 365 (MS Word 365) esa dlZj osQ LFkku ls laiw.kZ 

iafDr ;k iSjkxzkiQ dk p;u djus osQ fy, fuEufyf•r esa ls fdldk 
mi;ksx fd;k tkrk gS\

Delhi Police Const. 23/11/2023 (Shift-II)
	 (a)	 Mcy ekml fDyd	 (b)	 flaxy ekml fDyd
	 (c)	 fVªiy ekml fDyd	 (d)	 flaxy vkSj Mcy ekml fDyd nksuksa

	111.	 ekbØkslkWÝV oMZ 365 osQ fdl VSc esa ekStwnk MkWD;wesaV dks •ksyus osQ 
fy, ^vksiu* vkWI'ku gksrk gS\

Delhi Police Const. 23/11/2023 (Shift-II)
	 (a)	 balVZ (Insert)	 (b)	 iQkby (File)
	 (c)	 gkse (Home)	 (d)	 O;w (View)
	112.	 ekbØkslkWÝV oMZ (Microsoft Word) esa 'Track Changes' iQhpj 

dk mís'; D;k gS\
Delhi Police Const. 23/11/2023 (Shift-II)

	 (a)	 fofHkUu ys•dksa }kjk fdlh MkWD;wesaV esa fd, x, ,fMV dk 
fjdkWMZ j•ukA

	 (b)	 fdlh MkWD;wesaV esa fd, x, ifjorZuksa dks Lopkfyr :i ls lso 
djukA

	 (c)	 fdlh MkWD;wesaV esa orZuh vkSj O;kdj.k laca/h =kqfV;ksa dks gkbZykbV 
djukA

	 (d)	 MkWD;wesaV dh cSdvi dkWih cukukA
	113.	 dV fd, gq, VsDLV dks ewo djus osQ ckn mls isLV djus osQ fy, 

fuEufyf•r esa ls fdl dhcksMZ Shortcut key dk mi;ksx fd;k 
tk ldrk gS\

Delhi Police Const. 23/11/2023 (Shift-II)
	 (a)	 Ctrl + C	 (b)	 Ctrl + V
	 (c)	 Ctrl + X	 (d)	 Ctrl + P
	114.	 ,e,l oMZ 365 (MS Word 365)esa iQkbaM ,aM fjIysl (Find 

and Replace) Mk;ykWx ckWDl •ksyus osQ fy, fuEufyf•r esa ls 
fdl@fdu dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk gS\

	 a.	 Ctrl + H
	 b.	 Ctrl + R

Delhi Police Const. 23/11/2023 (Shift-III)
	 (a)	 osQoy (a)
	 (b)	 (a) vkSj (b)]nksuksa
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	 (c)	 u rks (a) vkSj u gh (b)
	 (d)	 osQoy (b)
	115.	 vkius ,e,l oMZ 365 (MS Word 365) esa ,d u;k MkWD;wesaV 

cuk;k gS vkSj vkius mlesa oqQN cnyko fd, gSaA vki MkWD;wesaV dks 
lso djuk pkgrs gSa] ysfdu vki fdlh vyx uke ls mldh ,d 
dkWih Hkh cukuk pkgrs gSaA vkidks fuEufyf•r esa ls fdl dekaM dk 
mi;ksx djuk pkfg,\

Delhi Police Const. 23/11/2023 (Shift-III)
	 (a)	 Dykst (Close)	 (b)	 lso (Save)
	 (c)	 vksiu (Open)	 (d)	 lso ,t (Save As)
	116.	 ,e,l oMZ 365 (MS Word 365) esa] lsysDVsM VsDLV dks lsaVj 

vykbu (Centre Align) djus osQ fy, fuEufyf•r esa ls dkSu&lk 
'kkWVZdV mi;ksx fd;k tkrk gS\

Delhi Police Const. 23/11/2023 (Shift-III)
	 (a)	 Ctrl + Shift + C	 (b)	 Ctrl + E
	 (c)	 Ctrl + C	 (d)	 Ctrl + Shift + E
	117.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa] dhcksMZ ij 

'Delete' oaqQth nckus ls D;k fØ;k gksrh gS\
Delhi Police Const. 23/11/2023 (Shift-III)

	 (a)	  lsysDV fd, x, VsDLV dks gVk nsrk gS
	 (b)	  lsysDV fd, x, VsDLV dks dV (Cut) djrk gS
	 (c)	  vafre dh gqbZ fØ;k dks iwoZor (Undo) djrk gS
	 (d)	  lsysDV fd, x, VsDLV dks dkWih (Copy) djrk gS

	118.	 ekbØkslkWÝV oMZ 365(Microsoft Word 365)esa orZuh vkSj O;kdj.k 
laca/h =kqfV;ksa dk irk yxkus esa ---------- ij lgk;rk fey ldrh gSA

Delhi Police Const. 23/11/2023 (Shift-III)
	 (a)	 'F8' nckus	 (b)	 'Alt + F7' nckus
	 (c)	 'Alt + F8' nckus	 (d)	 'F7' nckus
	119.	 oMZ çkslsflax iSosQt •ksyus osQ fy, fuEufyf•r esa ls fdl fof/ dk 

mi;ksx fd;k tkrk gS\
Delhi Police Const. 24/11/2023 (Shift-I)

	 (a)	 Start –> All Programs –> Microsoft Word
	 (b)	 File –> All Programs –> Word Processor
	 (c)	 Start –>All Programs –> Word Processor
	 (d)	 File –> All Programs –> Microsoft Word
	120.	 ,e,l oMZ 365 (MS Word 365) esa MkWD;wesaV •ksyus dh 'kkWVZdV 

dekaM D;k gS\
Delhi Police Const. 24/11/2023 (Shift-I)

	 (a)	 Ctrl + V	 (b)	 Ctrl + 0
	 (c)	 Ctrl + W	 (d)	 Ctrl + B
	121.	 ,e,l oMZ 365 (MS Word 365) osQ fuEufyf•r esa ls fdl 

iQhpj ls vki fdlh MkWD;wesaV esa fd, x,] tksM+uk] gVkuk vkSj 
iQkWeZsfVax la'kks/u tSls ifjorZuksa dks VªSd vkSj leh{kk dj ldrs gSa\

Delhi Police Const. 24/11/2023 (Shift-I)
	 (a)	 VªSd psatsat	 (b)	 vkWVkslso
	 (c)	 otZu fgLVªh	 (d)	 Lisfyax ,aM xzkej pkSd
	122.	 ,e,l oMZ 365 (MS Word 365) esa]'kCnksa dks dkWih vkSj isLV 

djus osQ fy, dhcksMZ 'kkWVZdV~l osQ fdl ;qXe dk mi;ksx fd;k tkrk 
gS\� Delhi Police Const. 24/11/2023 (Shift-I)

	 (a)	 Ctrl + C vkSj Ctrl + Z
	 (b)	 Ctrl + C vkSj Ctrl + S
	 (c)	 Ctrl + C vkSj Ctrl + A
	 (d)	 Ctrl + C vkSj Ctrl + V
	123.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa] fdl ysvkmV 

eksM esa ge ns• ldrs gSa fd fçaVsM ist ij VsDLV vkSj xzkfiQDl fdl 
çdkj fn•kbZ nsaxs\

Delhi Police Const. 24/11/2023 (Shift-I)
	 (a)	 fDod ysvkmV (Quick Layout)
	 (b)	 fçaV ysvkmV (Print Layout)
	 (c)	 osc ysvkmV (Web Layout)
	 (d)	 ukWeZy ysvkmV (Normal Layout)
	124.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) osQ gkse (Home) 

VSc esa fdl cVu dk mi;ksx lsysDV fd, x, VsDLV dks dV (Cut) 
djus osQ fy, fd;k tk ldrk gS\

Delhi Police Const. 24/11/2023 (Shift-II)
	 (a)	 oSaQph vkbdu (Scissors Icon)
	 (b)	 dkxt dh Mcy 'khV n'kkZrk vkbdu (Double Sheets of 

Paper Icon)
	 (c)	 uhps dh vksj bafxr djrk gqvk rhj vkbdu (Arrow Pointing 

Down Icon)
	 (d)	 fDyicksMZ vkbdu (Clipboard Icon)
	125.	 ge ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa ,d ekud 

MkWD;wesaV osQ lkFk uke vkSj ,Mªsl fdl çdkj tksM+ ldrs gSa\
Delhi Police Const. 24/11/2023 (Shift-II)

	 (a)	 MkWD;wesaV etZ }kjk
	 (b)	 esy etZ }kjk
	 (c)	 MkWD;wesaV iQkWeZsfVax }kjk
	 (d)	 esy iQkWeZsfVax }kjk
	126.	 ekbØkslkWÝV oMZ 365 esa] iSjkxzkiQ iQkWeZsfVax eq[; :i ls D;k fu;af=kr 

djrh gS\
Delhi Police Const. 24/11/2023 (Shift-II)

	 (a)	 MkWD;wesaV gsMj vkSj iQqVj
	 (b)	 iQkWUV LVkby vkSj dyj
	 (c)	 ist ysvkmV vkSj ekftZu
	 (d)	 ykbu Lisflax vkSj vykbuesaV

	127.	 ,e,l oMZ 365 (MS Word 365) osQ fuEufyf•r esa ls dkSu&ls 
esU;w esa oMZ çkslsflax iSosQt esa VsDLV tksM+us] Vscy viMsV djus] 
iQqVuksV vkSj baMsDl Mkyus osQ fy, vkbdu gksrs gSa\

Delhi Police Const. 24/11/2023 (Shift-II)
	 (a)	 ist ysvkmV (Page Layout)
	 (b)	 fMtkbu (Design)
	 (c)	 jsiQjsalt (References)
	 (d)	 esfyaXl (Mailings)
	128.	 ,e,l oMZ 365 (MS Word 365) esa nkbZa vksj lajs•.k (Right 

Alignment) djus osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV oaqQth 
dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 24/11/2023 (Shift-II)
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	 (a)	 Ctrl + L	 (b)	 Ctrl+Shift + <
	 (c)	 Ctrl+Shift + >	 (d)	 Ctrl + R
	129.	 ,e,l oMZ 365 (MS Word 365) esa ------------ dk mi;ksx ml ist 

Mk;jsD'ku dk o.kZu djus osQ fy, fd;k tkrk gS ftlesa ist osQ daVsaV 
dks ,e,l oMZ es çnf'kZr ;k fçaV fd;k tkuk gksrk gSA

Delhi Police Const. 24/11/2023 (Shift-III)
	 (a)	 dkWye (Column)
	 (b)	 ist ekftZu (Page Margin)
	 (c)	 ist vksfj,aVs'ku (Page Orientation)
	 (d)	 ist lkbt (Page Size)
	130.	 ,e,l oMZ 365 (MS Word 365) esa] fdlh lsysDVsM VsDLV dks 

,d LFkku ls nwljs LFkku ij ewo djus osQ fy, fuEufyf•r esa ls 
fdldk mi;ksx fd;k tkrk gS\

Delhi Police Const. 24/11/2023 (Shift-III)
	 (a)	 dkWih&isLV	 (b)	 dV&dkWih
	 (c)	 dkWih&dkWih	 (d)	 dV & isLV

	 131	 ,e,l oMZ 2010 (MS-Word 2010) esa gsYi cVu dgk¡ fLFkr gksrk 
gS\

Delhi Police Const. 24/11/2023 (Shift-III)
	 (a)	 Åijh ck,¡ dksus esa	 (b)	 fupys nk,¡ dksus esa
	 (c)	 fupys ck,¡ dksus esa	 (d)	 Åijh nk,¡ dksus esa

	132.	 ekbØkslkWÝV oMZ 365 esa Vscy cukus dk çkFkfed mís'; D;k gksrk 
gS\

Delhi Police Const. 24/11/2023 (Shift-III)
	 (a)	 ist ysvkmV vkSj ekftZu dks c<+kuk

	 (b)	 MkWD;wesaV esa ltkoVh vo;oksa dks Mkyuk

	 (c)	 tkudkjh dks jks vkSj dkWye esa O;ofLFkr vkSj çLrqr djuk

	 (d)	 VsDLV esa iQkWUV LVkby vkSj dyj vIykbZ djuk

	133.	 ,e,l oMZ 365 (MS Word 365) fjcu esa fuEufyf•r esa ls fdl 
VSc esa Lisfyax ,aM xzkej fodYi ekStwn gksrk gS\

Delhi Police Const. 24/11/2023 (Shift-III)
	 (a)	 ,fMV	 (b)	 balVZ
	 (c)	 ysvkmV	 (d)	 fjO;w
	134.	 ,e,l oMZ 2010 (MS-Word 2010) esa Vscy fØ,V djus osQ fy, 

fuEufyf•r esa ls dkSu lk fodYi lgh gS\
Delhi Police Const. 28/11/2023 (Shift-I)

	 (a)	 Home Tab –> Create Table
	 (b)	 Create Tab –> Insert Table
	 (c)	 Insert Tab –> Table Button
	 (d)	 Home Tab –> Insert Table
	135.	 ,e,l oMZ 365 (MS Word 365) esa] fuEu esa ls dkSu&lk ,d 

psat osQl (Change Case) vkWI'ku ugha gksrk gS\
Delhi Police Const. 28/11/2023 (Shift-I)

	 (a)	 vijosQl (Upper Case)
	 (b)	 VkWxyosQl (Toggle Case)
	 (c)	 ist osQl (Page Case)
	 (d)	 lsUVsal osQl (Sentence Case)

	136.	 fuEu esa ls dkSu lk fodYi iQkWUV Mk;ykWx ckWDl (Font Dialog 
Box) •ksys fcuk ekbØkslkWÝV oMZ 365 (Microsoft Word 365) 
esa lsysDV fd, x, VsDLV osQ iQkWUV dks rqjar cny nsrk gS\

Delhi Police Const. 28/11/2023 (Shift-I)
	 (a)	 Ctrl + F nckuk
	 (b)	 LVsVl ckj ij iQkWUV MªkWi&Mkmu esU;w (Font Drop Down 

Menu) dk mi;ksx djuk
	 (c)	 VsDLV ij Mcy&fDyd djuk
	 (d)	 jkbV&fDyd djuk vkSj "Font" lsysDV djuk

	137.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365 ) esa] gsYi (Help) 
iQhpj dk mís'; D;k gksrk gS\

Delhi Police Const. 28/11/2023 (Shift-I)
	 (a)	 MkWD;wesaV cukus esa lgk;rk çnku djuk
	 (b)	 ;wtj baVjiQsl (User Interface) osQ dLVekbts'ku      

(customisation) dh lqfo/k nsuk
	 (c)	 vkWuykbu VÔwVksfj;y vkSj lalk/uksa (resources) osQ fy, 

,Dlsl çnku djuk
	 (d)	 O;kdj.k vkSj orZuh laca/h lq>ko nsuk

	138.	 ,e,l oMZ 365 (MS Word 365) esa Ctrl + V dk mi;ksx djus 
ij fuEufyf•r esa ls dkSu&lk dk;Z fu"ikfnr gksrk gS\

Delhi Police Const. 28/11/2023 (Shift-I)
	 (a)	 MsVk 'dkWih' gksrk gS	 (b)	 MsVk 'isLV' gksrk gS
	 (c)	 MsVk 'dV' gksrk gS	 (d)	 laiw.kZ MsVk 'lsysDV' gksrk gS
	139.	 ,e,l oMZ 365 (MS Word 365) MkWD;qesaV esa orZuh (spelling) 

=kqfV;ksa dks n'kkZus osQ fy, fuEufyf•r esa ls fdl jax dh rjafxr js•k 
dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 28/11/2023 (Shift-II)
	 (a)	 gjh js•k	 (b)	 uhyh js•k
	 (c)	 yky js•k	 (d)	 dkyh js•k

	140.	 ekbØkslkWÝV oMZ 365 esa ^iQkWUV lkbt* fdls lanfHkZr djrk gS\
Delhi Police Const. 28/11/2023 (Shift-II)

	 (a)	 VsDLV osQ vykbuesaV
	 (b)	 VsDLV osQ jax
	 (c)	 VsDLV oSQjsDVj osQ lkbt
	 (d)	 VsDLV dh cksYMusl

	141.	 ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls dkSu&lk 
dk;Z djus osQ fy, Ctrl + E oaqQth (key) nckbZ tkrh gS\

Delhi Police Const. 28/11/2023 (Shift-II)
	 (a)	 lsaVj vykbuesaV (Center Alignment)
	 (b)	 ysÝV vykbuesaV (Left Alignment)
	 (c)	 jkbZV vykbuesaV (Right Alignment)
	 (d)	 tfLViQkbZ (Justify)
	142.	 ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls fdl 

iQkWeZsfVax fodYi ls vki p;fur VsDLV dks nkbZa vksj frjNk dj ldrs 
gSa ;k >qdk ldrs gSa] ftldk mi;ksx vkerkSj ij 'kh"kZdksa ij tksj nsus 
;k bUgsa eq[; VsDLV ls vyx n'kkZus osQ fy, fd;k tkrk gS\

Delhi Police Const. 28/11/2023 (Shift-II)
	 (a)	 bVSfyDl	 (b)	 cksYM 
	 (c)	 vaMjykbu	 (d)	 VsDLV dyj
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	143.	 ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls fdl 
fodYi dk vFkZ gS fd ist ÅèokZ/j :i ls mUeq• (oriented 
vertically) gS\

Delhi Police Const. 28/11/2023 (Shift-II)
	 (a)	 ist lsV (Page Set)
	 (b)	 ist lsVvi (Page Setup)
	 (c)	 iksVªZsV (Portrait)
	 (d)	 ySaMLosQi (Landscape)
	144.	 ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls dkSu lk 

fodYi vkidks ;g pquus dh lqfo/k nsrk gS fd isLV fd, x, VsDLV 
dh iQkWeZsfVax dks cuk, j•uk gS ;k gVk nsuk gS\

Delhi Police Const. 28/11/2023 (Shift-III)
	 (a)	 iQkWUV flysD'ku (Font Selection)
	 (b)	 isLV Lis'ky (Paste Special)
	 (c)	 dV ,aM isLV (Cut and Paste)
	 (d)	 iQkWeZsV isaVj (Format Painter)
	145.	 tc ,e,l oMZ 365 (MS Word 365) esa dksbZ u;k CySad MkWD;wesaV 

cuk;k tkrk gS rks fuEufyf•r esa ls dkSu&lk fMiQkWYV iQkWUV gksrk gS\ 
Delhi Police Const. 28/11/2023 (Shift-III)

	 (a)	 VkbEl U;w jkseu (Times New Roman)
	 (b)	 ,fj;y (Arial)
	 (c)	 oSQyhcjh (Calibri)
	 (d)	 oSaQfcz;k (Cambria)
	146.	 ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls fdl 

fØ;k ls vki p;fur VsDLV dks MqfIyosQV djosQ] mldh ,d çfr 
fDyicksMZ ij j• ldrs gSa\

Delhi Police Const. 28/11/2023 (Shift-III) 
	 (a)	 isLV	 (b)	 dV
	 (c)	 lsysDV vkWy	 (d)	 dkWih

	147.	 ,e,l oMZ 365 (MS-Word 365) esa p;fur VsDLV dks dV djus 
osQ fy, fuEufyf•r esa ls fdl dhcksMZ 'kkWVZdV oaqQth (key) dk 
mi;ksx fd;k tkrk gS\

Delhi Police Const. 28/11/2023 (Shift-III)
	 (a)	 Ctrl + V	 (b)	 Ctrl + P
	 (c)	 Ctrl + C	 (d)	 Ctrl + X
	148.	 ,e,l oMZ 365 (MS Word 365) esa] fuEufyf•r esa ls D;k 

^tfLViQkbZ VsDLV* osQ mi;ksx dk o.kZu djrk gS\ 
Delhi Police Const. 28/11/2023 (Shift-III)

	 (a)	 ck,a vkSj nk,a ekftZu ij leku :i ls vykbu djuk
	 (b)	 VsDLV dks lsaVj esa djuk
	 (c)	 ck,a ekftZu ij leku :i ls vykbu djuk
	 (d)	 nk,a ekftZu ij leku :i ls vykbu djuk

	149.	 ,e,l oMZ 365 (MS Word 365) esa ^esy etZ* dk lkekU; dk;Z 
D;k gksrk gS\

Delhi Police Const. 29/11/2023 (Shift-I)
	 (a)	 fMyhVsM bZesy dks fjLVksj djuk
	 (b)	 cYd bZesy fMyhV vkSj fjewo djuk
	 (c)	 cYd bZesy fØ,V djuk vkSj fjlho djuk
	 (d)	 cYd bZesy fØ,V djuk vkSj lsaM djuk

	150.	 ,e,l oMZ 365 (MS Word 365) esa VsDLV dks nks ;k nks ls vf/d 
dkWye esa foHkkftr djus osQ fy, fuEufyf•r esa ls fdldk mi;ksx 
fd;k tkrk gS\

Delhi Police Const. 29/11/2023 (Shift-I)
	 (a)	 ekftZu (Margins)
	 (b)	 vksfj,aVs'ku (Orientation)
	 (c)	 dkWyEl (Columns)
	 (d)	 jks (Rows)
	151.	 ,e,l oMZ 365 (MS Word 365) osQ fuEufyf•r esa ls fdl {ks=k 

esa lkekU; dk;ks± vkSj fØ;kvksa osQ fy, vkbdu gksrs gSa] tks vDlj 
mi;ksx dh tkus okyh dekaM~l rd Rofjr igq¡p çnku djrs gSa\

Delhi Police Const. 29/11/2023 (Shift-I)
	 (a)	 LVsVl ckj	 (b)	 usfoxs'ku iSu
	 (c)	 fjcu	 (d)	 fDod ,Dlsl Vwyckj

	152.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa orZuh tkap 'kq: 
djus osQ fy, 'kkWVZdV oaqQth (shortcut key) dkSu&lh gS \

police Delhi Police Const. 29/11/2023 (Shift-I)
	 (a)	 F8	 (b)	 F7
	 (c)	 F5	 (d)	 F6
	153.	 ekbØkslkWÝV oMZ 365 esa dkWih fd, x, VsDLV dks fdlh fof'k"V 

LFkku ij isLV djus osQ fy, fdl vkWI'ku dk mi;ksx fd;k tkrk 
gS\

Delhi Police Const. 29/11/2023 (Shift-I)
	 (a)	 isLV fyad (Paste Link)
	 (b)	 isLV Lis'ky (Paste Special)
	 (c)	 isLV ,t gkbijfyad (Paste As Hyperlink)
	 (d)	 isLV MsfLVus'ku LVkbYl (Paste Destination Styles)
	154.	 ,e,l&oMZ 365 esa esuw ckj D;k djrk gS\

Delhi Police Const. 29/11/2023 (Shift-II)
	 (a)	 çksxzke osQ vko';d dk;ks± dks <w¡<rk gS
	 (b)	 lkWÝVos;j dk 'kh"kZd çnf'kZr djrk gS 
	 (c)	 nLrkost dh orZeku i`"B la[;k çnf'kZr djrk gS
	 (d)	 ;g foaMks ewfoax {ks=k dks Åij dh vksj ys tkrk gS

	155.	 ,e,l&oMZ 365 esa nLrkost can djus dh 'kkWVZdV oaqQth D;k gS\
Delhi Police Const. 29/11/2023 (Shift-II)

	 (a)	 Ctrl + B 	 (b)	 Ctrl + W 
	 (c)	 Ctrl + C 	 (d)	 Ctrl+Alt+S
	156.	 ,e,l oMZ 365 esa ist ekftZu lsV djus osQ fy, fuEufyf•r esa ls 

dkSu lk fodYi mi;ksx ugha fd;k tkrk gS\
Delhi Police Const. 29/11/2023 (Shift-II)

	 (a)	 Bottom	 (b)	 Left
	 (c)	 Header	 (d)	 Right
	157.	 ,e,l&oMZ 365 esa] dhcksMZ 'kkWVZdV Shift + F3 dk mi;ksx VsDLV 

nLrkost dks bl çdkj cnyus osQ fy, fd;k tk ldrk gS%
Delhi Police Const. 29/11/2023 (Shift-II)

	 (a)	 cksYM iQkWUV 
	 (b)	 iQkWUV dk vkdkj
	 (c)	 çR;sd 'kCn dks cM+s v{kjksa esa
	 (d)	 VsDLV dk jax gkbykbV djsa
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	158.	 ,e,l oMZ 365 osQ nLrkost esa VsDLV dks LFkkukarfjr djus osQ fy, 
fdl vkWijs'ku dk mi;ksx fd;k tk ldrk gS\

Delhi Police Const. 29/11/2023 (Shift-II)
	 (a)	 dkWih&isLV 	 (b)	 dV&isLV 
	 (c)	 dV&dkWih&isLV 	 (d)	 ewo&isLV 
	159.	 ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls fdl 

'kkWVZdV oaqQth (Shortcut key) dk mi;ksx VsDLV dks isLV djus osQ 
fy, fd;k tkrk gS\

Delhi Police Const. 29/11/2023 (Shift-III)
	 (a)	 Ctrl+Shift+V	 (b)	 Ctrl+V
	 (c)	 Ctrl+C	 (d)	 Shift+V
	160.	  ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls fdl 

fodYi ls vki fdlh MkWD;wesaV osQ ysvkmV osQ fofHkUu igyqvksa] tSls 
isij lkbt] ekftZu] vksfj,aVs'ku vkSj ist uacfjax dks vuqowQfyr dj 
ldrs gSa\

Delhi Police Const. 29/11/2023 (Shift-III)
	 (a)	 ist lsVvi	 (b)	 fçaV ysvkmV O;w
	 (c)	 usfoxs'ku isu	 (d)	 MkWD;wesaV baLisDVj
	161.	 ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls fdl 

dkjZokbZ ls vki p;fur VsDLV dks mlosQ ewy LFkku ls gVkdj 
fDyicksMZ ij j• ldrs gSa\

Delhi Police Const. 29/11/2023 (Shift-III)
	 (a)	 isLV	 (b)	 dkWih
	 (c)	 lsysDV vkWy	 (d)	 dV

	162.	 ,e,l oMZ 365 (MS Word 365) esa] fFklkWjl Vwy (Thesaurus 
Tool) dk mi;ksx ------------ osQ fy, fd;k tkrk gSA 

Delhi Police Const. 30/11/2023 (Shift-I)
	 (a)	 i;kZ;okph vkSj foykse 'kCnksa dh tk¡p djus 
	 (b)	 laKk vkSj fØ;k dh tk¡p djus 
	 (c)	 MkWD;wesaV esa leku 'kCn <w¡<us 
	 (d)	 MkWD;wesaV esa iqujkorhZ 'kCn <w¡<us 
	163.	 fuEu esa ls dkSu lk fodYi ekbØkslkWÝV oMZ 365(Microsoft 

Word 365) esa ^fDyicksMZ* (Clipboard) dks ifjHkkf"kr djrk gS\
Delhi Police Const. 30/11/2023 (Shift-I)

	 (a)	 iQkWUV lsfVax cnyuk
	 (b)	 gkbijfyad rS;kj djuk
	 (c)	 dkWih fd, x, ;k dV fd, x, VsDLV vkSj vkWCtsDV dks laxzghr 

,oa çcaf/r djuk
	 (d)	 baVjusV rd igqap LFkkfir djuk

	164.	 ,e,l oMZ 2010 (MS Word 2010) esa cqysV fØ,V djus osQ fy, 
---------- dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk gSA

Delhi Police Const. 30/11/2023 (Shift-I)
	 (a)	 Ctrl + Alt + L	 (b)	 Ctrl + Alt + B
	 (c)	 Ctrl + Shift + L	 (d)	 Ctrl + Shift + B
	165.	 ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls fdldk 

mi;ksx laiw.kZ iSjkxzkiQ dks lsysDV djus osQ fy, fd;k tkrk gS\
Delhi Police Const. 30/11/2023 (Shift-I)

	 (a)	 flaxy fDyd	 (b)	 Mcy&fDyd
	 (c)	 fVªiy&fDyd 	 (d)	 LØkWy

	166.	 ,e,l oMZ 365 (MS Word 365) esa lsysDVsM iQkWUV dks lcfLØIV 
esa cnyus osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV oaqQth dk mi;ksx 
fd;k tkrk gS\

Delhi Police Const. 30/11/2023 (Shift-I)
	 (a)	 Shift + +	 (b)	 Ctrl + +
	 (c)	 Ctrl + =	 (d)	 Shift + =
	167.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa] dkWUVsDLV 

(Context ) esuw dk dkSu&lk vkWI'ku vkidks dkWih fd, x, VsDLV 
dks iQkWeZsfVax gVkdj isLV djus dh lqfo/k nsrk gS\

Delhi Police Const. 30/11/2023 (Shift-II)
	 (a)	 isLV ,t Iysu VsDLV (Paste as Plain Text)
	 (b)	 isLV ,t vuiQkWeZsVsM VsDLV (Paste as Unformatted Text) 
	 (c)	 isLV (Paste)
	 (d)	 isLV Lis'ky (Paste Special)
	168.	 ,e,l oMZ 365 (MS Word 365) esa u;k CySd MkWD;wesaV fØ,V 

djus osQ fy, lkekU;r% fdl dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk 
gS\

Delhi Police Const. 30/11/2023 (Shift-II)
	 (a)	 Ctrl + N	 (b)	 Ctrl + C
	 (c)	 Ctrl + O	 (d)	 Ctrl + S
	169.	 ekbØkslkWÝV oMZ 365 esa] 'B' vkbdu lkekU;r% D;k n'kkZrk gS\

Delhi Police Const. 30/11/2023 (Shift-II)
	 (a)	 cqysV ikWbaV (Bullet Points)
	 (b)	 cksYM iQkWeZsfVax (Bold Formatting)
	 (c)	 bVSfyd iQkWeZsfVax (Italic Formatting) 
	 (d)	 ist czsd (Page Break)
	170.	 tc ge E v{kj osQ lkFk daVªksy oaqQth (control key) nckrs gSa] rks 

,e,l oMZ 365 (MS Word 365) esa VsDLV ij D;k çHkko gksrk 
gS\ 

Delhi Police Const. 29/11/2023 (Shift-III)
	 (a)	 ;g iQkby osQ iw.kZ daVsaV dks lsysDV dj ysrk gSA
	 (b)	 ist ij daVsaV chp esa vykbu gks tkrk gSA
	 (c)	 ist ij daVsaV nkbZa vksj vykbu gks tkrk gSA 
	 (d)	 ist ij daVsaV ckbZa vksj vykbu gks tkrk gSA

	171.	 ,e,l oMZ 365 (MS Word 365) osQ fuEufyf•r esa ls fdl VSc osQ 
varxZr vkidks cqysV~l vkSj uacfjax (Bullets and Numbering) 
feysxh\

Delhi Police Const. 30/11/2023 (Shift-II)
	 (a)	 gkse (Home)
	 (b)	 bUlVZ (Insert)
	 (c)	 jsiQjsalsl (References)
	 (d)	 ist ys&vkmV (Page Layout)
	172.	 ,e,l oMZ 365 (MS Word 365) esa] fuEufyf•r esa ls dkSu&ls 

vkbdu fMtkbu esuw osQ Hkkx gSa\
Delhi Police Const. 30/11/2023 (Shift-II)

	 (a)	 iQkWUV lkbt] LVkby] ,ykbuesaV vkSj ckWMZj cnyus osQ fy, vkbdu 
(Icons to Change Font Size, Style, Alignment and 
Borders) 
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	 (b)	 Fkhe] dyj] iQkWUV] biQsDV vkSj ist ckWMZj cnyus osQ fy, 
vkbdu (Icons to Change Themes, Colours, Fonts, 
Effects and Page Borders)

	 (c)	 Lisfyax vkSj xzkej psd] fFklkWjl vkSj oMZ dkmaV osQ fy, 
vkbdu (Icons For Spelling and Grammar Check 
Thesaurus and Word Count)

	 (d)	 twe bu vkSj vkmV djus] fçaV ysvkmV] foaMkst fLop djus 
vkSj foaMkst dks fLIyV djus osQ fy, vkbdu (Icons For 
Zooming In and Out, Print Layout, Switching 
Windows and Splitting Windows)

	173.	 ,e,l&oMZ 365 esa] dkuwuh nLrkostksa osQ fy, vkerkSj ij dkSu lk 
VsDLV lajs•.k fodYi mi;ksx fd;k tkrk gS] D;ksafd ;g VsDLV dks 
ck,a vkSj nk,a nksuksa ekftZu osQ lkFk lajsf•r djrk gS] ftlls nkbZa vksj 
,d nkarsnkj fdukjk jg tkrk gS\

Delhi Police Const. 30/11/2023 (Shift-III)
	 (a)	  lsaVj vykbu (Center Align)
	 (b)	  jkbZV vykbu (Right Align)
	 (c)	  ysÝV vykbu (Left Align)
	 (d)	  tLVhiQkbZ (Justify)
	174.	 ,e,l oMZ 365 esa oMZ MkWD;wesaV •ksyus osQ fy, fuEufyf•r esa ls 

fdl esuw dk mi;ksx fd;k tkrk gS\
Delhi Police Const. 30/11/2023 (Shift-III)

	 (a)	 eksftyk	 (b)	 daVªksy iSuy 
	 (c)	 ikWoj 	 (d)	 LVkVZ 
	175.	 ,e,l oMZ 365 (MS Word 365) esa VsDLV dks lsaVj&vykbu djus 

osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV oaqQth (shortcut keys) 
dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 30/11/2023 (Shift-III)
	 (a)	 Ctrl + R	 (b)	 Ctrl + J
	 (c)	 Ctrl + E	 (d)	 Ctrl + C
	176.	 ekbØkslkWÝV oMZ 365 esa] vkWVksdjsDV lqfo/k dk mi;ksx ----------- osQ 

fy, fd;k tkrk gSA
Delhi Police Const. 30/11/2023 (Shift-III)

	 (a)	 ckgjh VsDLV ekftZu	 (b)	 felLisfyax VsDLV 
	 (c)	 'kkVZ nksgjko VsDLV 	 (d)	 iQkeZwyk 
	177.	 ;fn ge ,e,l oMZ 365 (MS Word 365) esa fdlh Vscy dks 

fMyhV djuk pkgrs gSa] rks fuEufyf•r esa ls fdl VSc dk mi;ksx 
fd;k tkrk gS\ 

Delhi Police Const. 30/11/2023 (Shift-III)
	 (a)	 ysvkmV VSc (Layout Tab)
	 (b)	 iQkby VSc (File Tab)
	 (c)	 bUlVZ VSc (Insert Tab) 
	 (d)	 ,fMV VSc (Edit Tab)
	178.	 ,e,l oMZ 365 esa] VsDLV ij dke djrs le; fFklkWjl Vwy dk 

mi;ksx fdlosQ fy, fd;k tkrk gS%
Delhi Police Const. 01/12/2023 (Shift-I)

	 (a)	 xyr orZuh okys 'kCn dks lgh djuk
	 (b)	 lekukFkhZ vkSj foykse 'kCnksa dh tk¡p djuk
	 (c)	 nLrkost esa nksgjk, x, 'kCnksa dks <w¡<uk

	 (d)	 VsDLV dk çk:i lgh djsa

	179.	 fuEufyf•r esa ls dkSu lk fodYi vkidks ,e,l oMZ 365 esa ist 
vksfj,aVs'ku cnyus dh vuqefr nsrk gS\

Delhi Police Const. 01/12/2023 (Shift-I)
	 (a)	 ist ysvkmV 	 (b)	 iSjkxzkiQ lajs•.k
	 (c)	 ekftZu 	 (d)	 ist czsd
	180.	 ekbØkslkWÝV oMZ 365 esa dkSu lh lqfo/k vkidks baMsaVs'ku osQ fofHkUu 

Lrjksa }kjk Øekafdr lwph cukus dh vuqefr nsrh gS\
Delhi Police Const. 01/12/2023 (Shift-I)

	 (a)	 cgqLrjh; Øekadu 	 (b)	  cgq&varjky Øekadu
	 (c)	 cgq&inkuqØe Øekadu	 (d)	  eYVh&baMsafVax uacfjax
	181.	 ekbØkslkWÝV oMZ 365 esa "twe" vkbdu dk mís'; fuEufyf•r esa ls 

dkSu lk gS\
Delhi Police Const. 01/12/2023 (Shift-I)

	 (a)	 nLrkost osQ ist ysvkmV dks cnyus osQ fy,
	 (b)	 iQkWUV dk vkdkj c<+kus osQ fy,
	 (c)	 orZeku i`"B dks gVkus osQ fy,
	 (d)	 gekjs i<+us ;k laiknu dh t:jrksa osQ vuq:i gekjs nLrkost osQ 

n`'; Lo:i dks lek;ksftr djus osQ fy,

	182.	 ,e,l&oMZ 365 (MS-Word 365) esa p;fur VsDLV dks dkWih djus 
osQ fy, fuEufyf•r esa ls fdl dhcksMZ 'kkWVZdV oaqQth (key) dk 
mi;ksx fd;k tkrk gS\

Delhi Police Const. 01/12/2023 (Shift-I)
	 (a)	 Ctrl + X	 (b)	 Ctrl + V
	 (c)	 Ctrl + C	 (d)	 Ctrl + P
	183.	 ge ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa VsDLV osQ 

,d Hkkx dks ,d LFkku ls nwljs LFkku ij fdl çdkj ys tk;k tk 
ldrk gS\

Delhi Police Const. 01/12/2023 (Shift-II)
	 (a)	 dkWih vkSj isLV	 (b)	 dV vkSj isLV
	 (c)	 dkWih vkSj bUlVZ	 (d)	 dV vkSj bUlVZ

	184.	 ,e,l oMZ 365 (MS Word 365) esa iwoZfu/kZfjr ysvkmV vkSj 
iQkWeZsfVax dk mi;ksx djrs gq, fuEufyf•r esa ls dkSu&ls iQhpj osQ 
lkFk vki ,dne çkjaHk ls 'kq#vkr fd, fcuk 'kh?kzrk ls ,d u;k 
MkWD;wesaV cuk ldrs gSa\

Delhi Police Const. 01/12/2023 (Shift-II)
	 (a)	 fçaV ysvkmV O;w
	 (b)	 Lisfyax ,aM xzkej pkSd
	 (c)	 vkWVkslso
	 (d)	 MkWD;wesaV VsEiysV
	185.	 ,e,l oMZ 365 (MS Word 365) esa VsDLV dks dV djus osQ fy, 

'kkWVZdV dekaM D;k gS\
Delhi Police Const. 01/12/2023 (Shift-II)

	 (a)	 Ctrl + C	 (b)	 Ctrl + V
	 (c)	 Ctrl + Z	 (d)	 Ctrl + X
	186.	 ,e,l oMZ 2010 (MS-Word 2010) osQ cqysV~l vkSj uacfjax 

vkbdu ij tkus osQ fy, fuEufyf•r esa ls fdl VSc dk mi;ksx 
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fd;k tkrk gS\
Delhi Police Const. 01/12/2023 (Shift-II)

	 (a)	 gkse VSc	 (b)	 balVZ VSc
	 (c)	 O;w VSc	 (d)	 fMtkbu VSc
	187.	 ekbØkslkWÝV oMZ 365 esa ^MªSx&,aM&MªkWi* fof/ dk mís'; D;k gksrk 

gS\
Delhi Police Const. 01/12/2023 (Shift-II)

	 (a)	 VsDLV dks fdlh u, LFkku ij MªSx djosQ dkWih ;k ewo djuk
	 (b)	 VsDLV dks iQkWeZsV djuk 
	 (c)	 VsDLV dks lsysDV djuk 
	 (d)	 VsDLV dks fçaV djuk

	188.	 ,e,l oMZ 365 (MS Word 365) esa] dkSu lk fodYi ckdh VsDLV 
dks vçHkkfor j•rs gq, vkidks VsDLV osQ p;fur Hkkx esa iQkWUV] 
iQkWUV lkbt] dyj vkSj vU; iQkWeZsfVax fo'ks"krkvksa dks cnyus tSlh 
,d fof'k"V LVkby ykxw djus dh lqfo/k nsrk gS\

Delhi Police Const. 01/12/2023 (Shift-III)
	 (a)	 fDod LVkby (Quick Style)
	 (b)	 iQkWeZsV isaVj (Format Painter)
	 (c)	 djSDVj LVkby (Character Style)
	 (d)	 fDy;j iQkWeZsfVax (Clear Formatting)
	189.	 fdlh ,e,l oMZ 365 (MS Word 365) MkWD;wesaV esa VsDLV dks 

dkWih djus vkSj isLV djus osQ fy, fuEufyf•r esa ls dkSu lh 
dkjZokbZ dh tkuh pkfg,\

Delhi Police Const. 01/12/2023 (Shift-III)
	 (a)	 VsDLV dks MkWD;wesaV esa okafNr LFkku ij MªSx ,aM MªkWi djsaA
	 (b)	 VsDLV dks dkWih djosQ okafNr LFkku ij ys tkus osQ fy, iQkbaM 

,aM fjIysl iQaD'ku dk mi;ksx djsaA
	 (c)	 VsDLV dks fMyhV djsa vkSj mls LFkkukarfjr djus osQ fy, okafNr 

LFkku ij nksckjk Vkbi djsaA
	 (d)	 VsDLV dk p;u djsa] dkWih djus osQ fy, 'Ctrl+C' nck,¡] vkSj 

bls okafNr LFkku ij isLV djus osQ fy, 'Ctrl+V' nck,¡A
	190.	 ge ,d ls vf/d vkWFkjksa osQ jhtuksa (regions) dks ,d gh 

ekbØkslkWÝV oMZ 365 (Microsoft Word 365) MkWD;wesaV esa fdl 
çdkj tksM+rs gSa\

Delhi Police Const. 01/12/2023 (Shift-III)
	 (a)	 dWEisvj }kjk	 (b)	 CykWd vkWFklZ }kjk
	 (c)	 fjfLVªDV ,fMfVax }kjk	 (d)	 dackbu }kjk

	191.	 ekbØkslkWÝV oMZ 365 esa VsDLV iQkWeZsfVax dk mís'; D;k gksrk gS\
Delhi Police Const. 01/12/2023 (Shift-III)  

	 (a)	 ltkoVh best Mkyuk
	 (b)	 VsDLV osQ Lo:i dks la'kksf/r djuk 
	 (c)	 MkWD;wesaV dk iQkWUV cnyuk 
	 (d)	 ist ysvkmV dks c<+kuk 

	192.	 ,e,l oMZ 365 (MS Word 365) esa fuEufyf•r esa ls dkSu&lk 
dFku] MkWD;wesaV iQkWeZsfVax osQ varxZr cqysV ,oa uacfjax osQ chp osQ 
varj dk lVhd o.kZu djrk gS\

Delhi Police Const. 01/12/2023 (Shift-III)
	 (a)	 cqysV dks vyx&vyx iSjkxzkiQ ij ykxw fd;k tk ldrk gS] 

tcfd uacfjax osQoy iwjs lsD'ku ij ykxw gksrh gSA 

	 (b)	 MkWD;wesaV iQkWeZsfVax esa] cqysV vkSj uacfjax ykxw ugha gksrs gSa vkSj 
budk mi;ksx xzkfiQd fMtkbu mís';ksa osQ fy, fd;k tkrk gSA 

	 (c)	 cqysV dk mi;ksx vO;ofLFkr lwfp;ksa osQ fy, fd;k tkrk gS]
tcfd uacfjax dk mi;ksx Øec¼ lwfp;ksa osQ fy, fd;k tkrk 
gSA

	 (d)	 cqysV vkSj uacfjax nksuksa ,d gh mís'; dks iwjk djrs gSa vkSj budk 
ijLij mi;ksx fd;k tk ldrk gSA

	193.	 ,e,l oMZ 365 (MS Word 365) esa] dkWih ;k dV djus ij VsDLV 
dks vLFkk;h :i ls lso djus osQ fy, fuEufyf•r esa ls fdldk 
mi;ksx fd;k tkrk gS\

Delhi Police Const. 02/12/2023 (Shift-I)
	 (a)	 eseksjhcksMZ (Memoryboard)
	 (b)	 fDyicksMZ (Clipboard)
	 (c)	 dkWihcksMZ (Copyboard)
	 (d)	 VsDLVcksMZ (Textboard)
	194.	 ,e,l oMZ 365 (MS Word 365) esa] fuEufyf•r esa ls fdl 

'kkWVZdV oaqQth (keys) dk mi;ksx MkWD;wesaV dh 'kq#vkr esa tkus osQ 
fy, fd;k tkrk gS\

Delhi Police Const. 02/12/2023 (Shift-I)
	 (a)	 Ctrl + Del	 (b)	 Ctrl + Home
	 (c)	 Ctrl + Ins	 (d)	 Ctrl + End
	195.	 ekbØkslkWÝV oMZ 365 esa 'Help' iQhpj dk mís'; D;k gksrk gS\

Delhi Police Const. 02/12/2023 (Shift-I)
	 (a)	 ;g vkidks orZeku MkWD;wesaV dks fçaV djus nsrk gSA
	 (b)	 ;g ekbØkslkWÝV oMZ dk mi;ksx djus osQ ckjs esa lgk;rk vkSj 

tkudkjh çnku djrk gSA
	 (c)	 ;g ,d u;k CySad MkWD;wesaV •ksyrk gSA
	 (d)	 ;g MkWD;wesaV dh ,d cSdvi dkWih cukrk gSA

	196.	 ,e,l oMZ 365(MS Word 365)esa gsYi esU;w osQ vraxZr] eq>s 
crk,¡ fd vki D;k djuk pkgrs gSa (Tell me what you want 
to do) lqfo/k dk mís'; D;k gksrk gS\ 

Delhi Police Const. 02/12/2023 (Shift-I )
	 (a)	 ;g nLrkost esa iQkWeZsfVax =kqfV;ksa dks Lopkfyr :i ls Bhd djrk 

gSA
	 (b)	 ;g p;fur VsDLV osQ fy, O;kdj.k vkSj orZuh laca/h lq>ko 

nsrk gSA
	 (c)	 ;g Rofjr igq¡p osQ fy, gky gh osQ nLrkostksa dh ,d lwph 

çnku djrk gSA 
	 (d)	 ;g vkidks ,fIyosQ'ku osQ Hkhrj fof'k"V dekaM vkSj lqfo/kvksa 

dh •kst djus dh vuqefr nsrk gSA

	197.	 ;fn vkidks dksbZ leL;k vk jgh gS ;k vki MS Word 365 esa 
oqQN djus dk rjhdk tkuuk pkgrs gSa rks vki fuEufyf•r esa ls dkSu 
lh lqfo/k dk mi;ksx dj ldrs gSa\

Delhi Police Const. 02/12/2023 (Shift-II)
	 (a)	 bUlVZ 	 (b)	 fjO;q 
	 (c)	 gsYi 	 (d)	 ,fMV 
	198.	 ,e,l oMZ 365 fjcu osQ fuEufyf•r esa ls fdl VSc osQ varxZr 

cqysV~l vkSj uacfjax fodYi ekStwn gSa\
Delhi Police Const. 02/12/2023 (Shift-II)
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	 (a)	 iQkby 	 (b)	 gkse 
	 (c)	 bUlVZ 	 (d)	 esfyaXl 
	199.	 ,e,l oMZ 365 esa twe vkmV djus ij ,d iwokZoyksdu i`"B ij 

tkus osQ fy, fuEufyf•r esa ls dkSu lh 'kkWVZdV oaqQth dk mi;ksx 
fd;k tkrk gS\

Delhi Police Const. 02/12/2023 (Shift-II)
	 (a)	 Ctrl + D
	 (b)	 Ctrl + P
	 (c)	 Page UP or Page Down
	 (d)	 Ctrl + Alt + 1
	200.	 ekbØks lkWÝV oMZ 365 (Microsoft Word 365) esa fMiQkWYV i`"B 

vksfj,aVs'ku D;k gS\
Delhi Police Const. 02/12/2023 (Shift-II)

	 (a)	 isaVkxkWu 	 (b)	 ySaMLosQi 
	 (c)	 iksVªZsV  	 (d)	 LDok;j 
	201.	 fuEufyf•r esa ls dkSu lh ,e,l oMZ 365 esa iQkWUV Mk;ykWx ckWDl 

•ksyus osQ fy, 'kkWVZdV oaqQth gS\
Delhi Police Const. 02/12/2023 (Shift-II)

	 (a)	 Ctrl + Shift + F	 (b)	 Ctrl + Alt + F
	 (c)	 Ctrl + F	 (d)	 Alt + F
	202.	 ,e,l oMZ 365 (MS Word 365) esa VsDLV dks ysÝV vykbuesaV 

esa cnyus osQ fy, dh&cksMZ 'kkWVZdV D;k gS\
Delhi Police Const. 02/12/2023 (Shift-III)

	 (a)	 Ctrl + J	 (b)	 Ctrl + L
	 (c)	 Ctrl + R	 (d)	 Ctrl + C
	203.	 fuEufyf•r esa ls dkSu&lk esU;w 'kkWVZdV oaqQth F1 dk mi;ksx djosQ 

yxHkx gj foaMkst çksxzke }kjk çnf'kZr fd;k tkrk gS\
Delhi Police Const. 02/12/2023 (Shift-III)

	 (a)	 jhuse	 (b)	 gsYi
	 (c)	 jhÚs'k	 (d)	 ,fMV
	204.	 ,e,l oMZ 365 (MS Word 365) esa] oMZ&çkslsflax lkWÝVos;j esa] 

VsDLV dks dkWih djus vkSj VsDLV dks dV djus osQ chp eq[; varj 
D;k gS\

Delhi Police Const. 02/12/2023 (Shift-III)
	 (a)	 dkWih djus osQ fy, dhcksMZ 'kkWVZdV osQ mi;ksx dh vko';drk 

gksrh gS] tcfd dV ekml dk mi;ksx djosQ fd;k tkrk gSA 
	 (b)	 VsDLV dks dkWih djus ls vyx yksosQ'ku ij mldk MqfIyosQV 

curk gS] tcfd dV djus ls VsDLV ,d vyx yksosQ'ku ij ewo 
gks tkrk gSA

	 (c)	 dkWih djus ls VsDLV ewy yksosQ'ku ls fjewo gks tkrk gS] tcfd 
dV djus ls VsDLV ewy LFkku ij gh jgrk gSA 

	 (d)	 dkWih dks fjolZ fd;k tk ldrk gS] tcfd dV dks fjolZ ugha 
fd;k tk ldrk gSA 

	205.	 oMZ çkslsflax osQ fy, mi;ksx fd;k tkus okyk fuEufyf•r esa ls 
dkSu&lk lgh lkWÝVos;j gS\

Delhi Police Const. 02/12/2023 (Shift-III)
	 (a)	 ,e,l oMZ (MS Word )
	 (b)	 ,e,l ,Dlsy (MS Excel)

	 (c)	 ,e,l ikWojikWbaV (MS PowerPoint)
	 (d)	 ,e,l ,Dlsl (MS Access)
	206.	 dkSu lk fodYi vkidks MS-Word 365 esa rkfydk cukus dh 

vuqefr nsrk gS\
Delhi Police Const. 03/12/2023 (Shift-I)

	 (a)	 Vscy lfEeyu Table Insertion
	 (b)	 Vscy ysvkmV Table Layout
	 (c)	 Vscy fuekZ.k Table Creation
	 (d)	 Vscy fMtkbu Table Design
	207.	 ekbØkslkWÝV oMZ 365 esa dkSu&lk vkWI'ku vkidks MkWD;wesaV esa fdlh 

fof'k"V 'kCn ;k okD;ka'k dks •kstus (lpZ djus) vkSj mls nwljs ls 
cnyus (fjIysl djus)dh lqfo/k nsrk gS\

Delhi Police Const. 03/12/2023 (Shift-I)
	 (a)	 dV ,aM isLV (Cut and Paste)
	 (b)	 iQkbaM ,aM fjIysl (Find and Replace)
	 (c)	 Lisfyax ,aM xzkej (Spelling & Grammar)
	 (d)	 iQkWUV iQkWeZsfVax (Font Formatting)
	208.	 ,e,l oMZ 365 (MS Word 365) esa] dkSu lk fodYi vkidks 

çR;sd fpfÉr vkbVe osQ fy, lq>ko vkSj Li"Vhdj.k çnku djosQ 
vius MkWD;wesaV esa orZuh vkSj O;kdjf.kd =kqfV;ksa dh eSU;qvy :i ls 
leh{kk djus vkSj lgh djus dh lqfo/k nsrk gS\

Delhi Police Const. 03/12/2023 (Shift-I)
	 (a)	 oMZ dkmaV (Word Count)
	 (b)	 fFklkWjl (Thesaurus)
	 (c)	 Lisfyax ,aM xzkej psd (Spelling and Grammar Check) 
	 (d)	 vkWVksdjsDV (AutoCorrect)
	209.	 tc foaMkst 10 esa ,e,l oMZ 365 (Microsoft Word 365) 

esa] dksbZ u;k MkWD;wesaV •ksyk tkrk gS] rks iQkWUV LVkby vkSj lkbt 
MªkWiMkmu fyLV esa fuEufyf•r esa ls dkSu&lk fMiQkWYV iQkWUV LVkby 
vkSj lkbt gksrk gS\ 

Delhi Police Const. 03/12/2023 (Shift-I )
	 (a)	 oSQfycjh] 11 (Calibri, 11)
	 (b)	 ,fj;y] 11 (Arial, 11)
	 (c)	 VkbEl U;w jkseu, 11 (Times New Roman, 11)
	 (d)	 vgjksuh] 11 (Aharoni, 11)
	210.	 ,e,l oMZ 365 (MS Word 365) esa 'Search' ;k 'Find' 

fodYi vkidks D;k djus dh lqfo/k nsrs gSa\
Delhi Police Const. 03/12/2023 (Shift-I)

	 (a)	 ,d u;k MkWD;wesaV vksiu djus dh lqfo/k
	 (b)	 MkWD;wesaV dk iQkWUV cnyus dh lqfo/k
	 (c)	 gsYi daVsaV esa fof'k"V 'kCnksa ;k fo"k;ksa dks yksosQV djus dh 

lqfo/k
	 (d)	 orZeku MkWD;wesaV fçaV djus dh lqfo/k

	211.	 ,e,l oMZ 365 (MS Word 365) MkWD;wesaV esa rkfydk cukus osQ 
fy, bUlVZ VSc (Insert tab) osQ Vscy xzqi (Table group) ls 
fuEufyf•r esa ls fdl fodYi dk mi;ksx fd;k tkrk gS\

   Delhi Police Const. 03/12/2023 (Shift-II)
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	 (a)	 isLV (Paste)	 (b)	 Vscy (Table)
	 (c)	 dkWih (Copy)	 (d)	 dV (Cut)
	212.	 ekbØkslkWÝV oMZ 365 (Microsoft Word 365) esa fdlh Vscy ij 

'ksfMax yxkus dk mís'; D;k gS\
Delhi Police Const. 03/12/2023 (Shift-II)

	 (a)	 Vscy osQ vanj iQkWUV dk jax cnyuk
	 (b)	 Vscy esa MsVk dks lkWVZ djuk
	 (c)	 Vscy esa dkWye dh pkSM+kbZ lek;ksftr djuk
	 (d)	 Vscy esa fof'k"V lsyksa (Cells) ;k iafDr;ksa (Rows) dks gkbykbV 

djuk

	213.	 ekbØkslkWÝV oMZ 365 esa ,d u;k]CySad  MkWD;wesaV •ksyus osQ fy, 
fuEufyf•r esa ls fdl dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk gS\

    Delhi Police Const. 03/12/2023 (Shift-II)
	 (a)	 Ctrl+S	 (b)	 Ctrl+P
	 (c)	 Ctrl+N	 (d)	 Ctrl+0
	214.	 ,e,l oMZ 2003 (MS Word 2003) esa fdlh MkWD;wesaV dks lso 

djus osQ fy, iQkby ,DlVsa'ku (File Extension) D;k gksrk gS\
Delhi Police Const. 03/12/2023 (Shift-II)

	 (a)	 .odt	 (b)	 .xls
	 (c)	 .doc	 (d)	 .docx
	215.	 ,e,l oMZ 365 (MS Word 365) MkWD;wesaV dks iQkWeZsV djus esa 

fçaV çhO;w (Print Preview) dk ,d mís'; D;k gS\
Delhi Police Const. 03/12/2023 (Shift-II)

	 (a)	 fçafVax ls igys ist ysvkmV vkSj iQkWeZsfVax dks ,MtLV djuk
	 (b)	 MkWD;wesaV dk fMftVy cSdvi cukuk
	 (c)	 orZuh vkSj O;kdj.k (Spelling and Grammar) laca/h 

=kqfV;ksa dks Lopkfyr :i ls Bhd djuk
	 (d)	 MkWD;wesaV dks fdlh vyx iQkby iQkWeZsV esa ifjofrZr djuk

	216.	 ,e,l oMZ 365 (MS Word 365) esa] ^ist lsVvi (Page 
Setup)' Mk;ykWx ckWDl esa ^gsMj (Header)* lsD'ku vkidks D;k 
djus dh lqfo/k nsrk gS\

  Delhi Police Const. 03/12/2023 (Shift-III)
	 (a)	 çR;sd i`"B osQ 'kh"kZ ij VsDLV ;k ist uacj osQ lkFk ,d gsMj 

,sM djus dh lqfo/k
	 (b)	 MkWD;wesaV dh ykbu Lisflax cnyus dh lqfo/k
	 (c)	 ist vksfj,aVs'ku cnyus dh lqfo/k
	 (d)	 ist ekftZu dks ,MtLV djus dh lqfo/k

	217.	 ekbØkslkWÝV oMZ 365 esa (Grammar) xzkej psd eq[; :i ls buesa 
ls fdl ij iQksdl djrh gS\

	 I.	 orZuh =kqfV;ksa ij (Spelling Errors)
	 II.	 okD; lajpuk vkSj okD; foU;kl ij (Sentence Structure 

and Syntax)
Delhi Police Const. 03/12/2023 (Shift-III)

	 (a)	 osQoy I	 (b)	 osQoy II
	 (c)	 I vkSj II nksuksa	 (d)	 u rks I vkSj u gh II
	218.	 ,e,l oMZ 365 (MS Word 365) esa flysDV fd, x, VsDLV dks 

nkb± vksj lajsf•r (Align Right) djus osQ fy,] fuEufyf•r esa ls 
fdl 'kkWVZdV oaqQth (keys) dk mi;ksx fd;k tk ldrk gS\

Delhi Police Const. 03/12/2023 (Shift-III)
	 (a)	 Ctrl + E	 (b)	 Ctrl + J
	 (c)	 Ctrl + U	 (d)	 Ctrl + R
	219.	 ,e,l oMZ 365 (MS Word 365) esa] MkWD;wesaV dks lso djus osQ 

fy, mi;ksx dh tkus okyh 'kkWVZdV oaqQth (key) dkSu&lh gS \
Delhi Police Const. 03/12/2023 (Shift-III)

	 (a)	 Ctrl + V	 (b)	 Ctrl + A
	 (c)	 Ctrl + S	 (d)	 Ctrl + X
	220.	 ,e,l oMZ 365 (MS Word 365) esa] cqysV~l vIykbZ djus osQ 

fy, fuEufyf•r esa ls fdl dh&cksMZ 'kkWVZdV dk mi;ksx fd;k tkrk 
gS\ 

Delhi Police Const. 03/12/2023 (Shift-III)
	 (a)	 Ctrl + Shift + L	 (b)	 Ctrl + Shift + 1
	 (c)	 Ctrl + Shift + C	 (d)	 Ctrl + Shift + B
 	221.	 MS Word 2010 esa nkbZa vksj ,d 'kCn dks feVkus osQ fy, fdl 

'kkWVZdV dh (key) dk mi;ksx fd;k tkrk gS\
Delhi Police HCM 10/10/2022 (Shift-II)

	 (a)	 Ctrl + Delete	 (b)	 Alt + Backspace
	 (c)	 Ctrl + Backspace	(d)	 Delete
	222.	 ,e,l oMZ 2010 esa] ckbZa vksj osQ ,d oSQjsDVj dks gVkus osQ fy, 

fdl 'kkWVZdV dh (key) dk mi;ksx fd;k tkrk gS\
Delhi Police HCM 10/10/2022 (Shift-III)

	 (a)	 Ctrl + Delete	 (b)	 Backspace
	 (c)	 Ctrl + Backspace 	(d)	 Shift + Delete
	223.	 iSjkxzkiQ esa Mcy Lisflax (double spacing) vIykbZ djus osQ fy, 

MS Word 2010 esa fuEufyf•r esa ls fdl 'kkWVZdV dh (key) 
dk mi;ksx fd;k tkrk gS\

Delhi Police HCM 12/10/2022 (Shift-II)
	 (a)	 Ctrl + 5	 (b)	 Ctrl + 2
	 (c)	 Ctrl + 4	 (d)	 Ctrl + 1
	224.	 ,e,l oMZ 2010 esa] ;fn vki fdlh Vscy osQ Hkhrj VSc dh (Tab 

key) nckrs gSa] rks dlZj Vscy osQ@dh vxys@vxyh --------- ij pyk 
tkrk gSA

Delhi Police HCM 12/10/2022 (Shift-II)
	 (a)	 lsy (Cell)	 (b)	 jks (Row)
	 (c)	 ykbu (Line)	 (d)	 MkVk (Data)
	225.	 ,e,l oMZ 2010 esa fuEufyf•r esa ls dkSu lk iQhpj fdlh 

MkWD;wesaV esa p;fur VsDLV esa ,d lh/h js•k •hapus osQ fy, mi;ksx 
fd;k tk ldrk gS\

Delhi Police HCM 12/10/2022 (Shift-II)
	 (a)	 bjstj (Eraser) 
	 (b)	 fjIysl (Replace)
	 (c)	 LVªkbdFkzw (Strikethrough) 
	 (d)	 iQkWeZSV isaVj (Format Painter)
	226.	 fuEufyf•r esa ls dkSu&lk biQsDV (Effect), MS Word 2010 osQ 

iQkWUV Mk;ykWx ckWDl (Font Dialog Box) esa miyC/ ugha gS\
Delhi Police HCM 12/10/2022 (Shift-II)

	 (a)	 iQSUlh (Fancy)	 (b)	 lfCLØIV (Subscript)
	 (c)	 bVSfyd (Italic)	 (d)	 cksYM (Bold)
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	227.	 ,e,l oMZ 2010 esa vksiu iQkby dks lso djus osQ fy, fuEufyf•r 
esa ls dkSu&lk dhcksMZ 'kkWVZdV dh (key) Ctrl + S osQ led{k gS\

Delhi Police HCM 12/10/2022 (Shift-III)
	 (a)	 Ctrl + F12	 (b)	 Shift + F5
	 (c)	 Ctrl + F5	 (d)	 Shift + F12
	228.	 ,e,l&oMZ 2010 esa iSjkxzkiQ dks nkbZa vksj lajsf•r djus osQ fy, 

fuEufyf•r esa ls fdl 'kkWVZdV oaqQth dk mi;ksx fd;k tkrk gS\
Delhi Police HCM 12/10/2022 (Shift-III)

	 (a)	 Ctrl + R	 (b)	 Ctrl + Shift + M
	 (c)	 Ctrl + J	 (d)	 Ctrl + Shift + R
	229.	 tc ,e,l oMZ 2010 (MS-Word 2010) dk dksbZ MkD;wesaV igys 

ls •qyk gks] rks u;k MkD;wesaV •ksyus fy, fdl dhcksMZ 'kkWVZdV dk 
mi;ksx fd;k tkrk gS\

Delhi Police HCM 13/10/2022 (Shift-I)
	 (a)	 Ctrl + X	 (b)	 Ctrl + Y
	 (c)	 Ctrl + N	 (d)	 Ctrl + V
	230.	 ,e,l oMZ 2010 (MS Word 2010) esa] Lisy psd ju djus osQ 

fy, fuEufyf•r esa ls fdl dh (key) dk mi;ksx fd;k tkrk gS\
Delhi Police HCM 13/10/2022 (Shift-I)

	 (a)	 F7	 (b)	 F5
	 (c)	 F3	 (d)	 F1
	231.	 MS Word 2010 esa nkbZa vksj osQ oSQjsDVj dks fMyhV djus osQ fy, 

fdl 'kkWVZdV dh (key) dk mi;ksx fd;k tkrk gS\
Delhi Police HCM 13/10/2022 (Shift-I)

	 (a)	 Ctrl + Delete	 (b)	 Delete
	 (c)	 Ctrl + Backspace	 (d)	 Alt + Backspace
	232.	 ,e,l oMZ 2010 (MS Word 2010) esa -------- ,d NksVk] vuqowQyu 

;ksX; Vwyckj (Customisable Toolbar) gS tks çk;% mi;ksx fd, 
tkus okys dekaM tSls lso] vuMw] fjMw vkfn dks çnf'kZr djrk gSA

Delhi Police HCM 13/10/2022 (Shift-II)
	 (a)	 fjcu (Ribbon)
	 (b)	 VkbVy ckj (Title Bar )
	 (c)	 Dohd ,Dlsl Vwyckj (Quick Access Toolbar)
	 (d)	 iQkby VSc (File Tab)
	233.	 ,e,l oMZ 2010 esa] -------------- lsy dk vFkZ gS fd vklUu lsy dks 

blosQ ckn ,d lsy osQ :i esa ekuk tkrk gS] Hkys gh os ,d lsy 
OksQ :i esa 'kq: ugha gqbZ gksaA

Delhi Police HCM 13/10/2022 (Shift-II)
	 (a)	 iQkWesZfVax (Formatting)
	 (b)	 ,fMfVax (Editing)
	 (c)	 eft±x (Merging)
	 (d)	 fLIyfVax (Splitting)
	234.	 ,e,l oMZ 2010 esa fuEufyf•r esa ls dkSu lk ,ykbuesaV fodYi 

vkiosQ VsDLV dks ekftZu (margins) osQ chp leku :i ls forfjr 
djsxk\

Delhi Police HCM 13/10/2022 (Shift-II)
	 (a)	 vykbu jkbZV (Align Right)
	 (b)	 lsaVj (Center)

	 (c)	 tfLViQkbZ (Justify) 
	 (d)	 vykbu ysÝV (Align Left)
	235.	 ,e,l oMZ 2010 (MS-Word 2010) esa] &#39; fjO;w (Review) 

&#39; VSc osQ &#39; çwfiQax (Proofing) &#39; xzqi esa 
fuEufyf•r esa ls dkSu lk fodYi miyC/ ugha gS\

Delhi Police HCM 13/10/2022 (Shift-III)
	 (a)	 desaV (Comment)
	 (b)	 fFklkWjl (Thesaurus)
	 (c)	 oMZ dkmaV (Word Count)
	 (d)	 ,fMVj (Editor)
	236.	 fuEufyf•r esa ls dkSu lk çHkko (Effect) ,e,l oMZ 2010 iQkWUV 

Mk;ykWx ckWDl esa miyC/ ugha gksrk gSa\
Delhi Police HCM 13/10/2022 (Shift-III)

	 (a)	 LVªkbdFkzw (Strikethrough)
	 (b)	 bVSfyd (Italic)
	 (c)	 bDoykbt djSDVj gkbV (Equalize Character Height)
	 (d)	 cksYM (Bold)
	237.	 ,e,l oMZ 2010 (MS-Word 2010) esa] lsysDV fd, gq, VsDLV 

dks lsaVj vykbu djus osQ fy, fuEu esa ls fdl dhcksMZ 'kkWVZdV dk 
mi;ksx fd;k tkrk gS\

Delhi Police HCM 13/10/2022 (Shift-III)
	 (a)	 Ctrl + C	 (b)	 Ctrl + E
	 (c)	 Ctrl + A 	 (d)	 Ctrl + W
	238.	 ,e,l oMZ 2010 (MS-Word 2010) esa] dhcksMZ 'kkWVZdV Ctrl + 

X dk mi;ksx --------- osQ fy, fd;k tkrk gSA
Delhi Police HCM 14/10/2022 (Shift-I)

	 (a)	 lsysDVsM vkbVeksa dks fDyicksMZ esa dV djus
	 (b)	 vkI'ku dks vksiu djus
	 (c)	 iwjs VsDLV dks lsysDV djus
	 (d)	 gkbykbVsM lsysD'ku dks cksYM djus

	239.	 ,e,l oMZ 2010 esa (MS-Word 2010)] jks (Rows) vkSj dkWyEl 
(Columns) esa MsVk dh O;oLFkk dks ----------- dgk tkrk gSA

Delhi Police HCM 14/10/2022 (Shift-I)
	 (a)	 dkye (Column)	 (b)	 jks (Row)
	 (c)	 Vscy (Table)	 (d)	 lsy (Cell)
	240.	 ,e,l oMZ 2010 (MS-Word 2010) esa fuEufyf•r esa ls fdl 

dhcksMZ 'kkWVZdV dh (Shortcut key) dk mi;ksx iSjkxzkiQ Lisflax 
dks 1-5&ykbu Lisflax esa cnyus osQ fy, fd;k tkrk gS\

Delhi Police HCM 14/10/2022 (Shift-I)
	 (a)	 Ctrl + 1 	 (b)	 Ctrl + 2
	 (c)	 Ctrl + 5 	 (d)	 Ctrl + 3
	241.	 ,e,l oMZ 2010 (MS-Word 2010) MkWD;wesaV esa] gkbijfyad 

bUlVZ djus osQ fy, fuEufyf•r esa ls fdl dhcksMZ 'kkWVZdV dh 
(Key) dk mi;ksx fd;k tk ldrk gS\

Delhi Police HCM 14/10/2022 (Shift-II)
	 (a)	 Alt + L	 (b)	 Ctrl + K
	 (c)	 Alt + K	 (d)	 Ctrl + L
	242.	 ,e,l oMZ 2010 MkWD;wesaV esa fy•s x, fuEufyf•r 'kCn ij fopkj 

djsa% Prestige
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		  fn, x, 'kCn osQ laca/ esa fuEufyf•r esa ls dkSu lk dFku lgh gS\
Delhi Police HCM 14/10/2022 (Shift-III)

	 (a)	 ;g 'kCn cksYM gksus osQ lkFk&lkFk bVSfyd Hkh gSA

	 (b)	 'kCn bVSfyd gS vkSj blesa LVªkbd Fkzw gSA

	 (c)	 'kCn esa ,d LVªkbd Fkzw gSA

	 (d)	 'kCn bVSfyd gSA

	243.	 ,e,l oMZ 2010 (MS Word 2010) esa] fuEu esa ls fdl iQhpj 
dk mi;ksx lkekU; çdkj dh ykbu ls cgqr ls NksVs v{kjksa ;k 
la[;kvksa dks Vkbi djus vkSj VsDLV dh ykbu ls FkksM+k Åij lsV 
djus osQ fy, fd;k tkrk gS\

Delhi Police HCM 14/10/2022 (Shift-III)
	 (a)	 lcfLØIV (Subscript)
	 (b)	 lqijfLØIV (Superscript)
	 (c)	 LVªkbd Fkzw (Strikethrough)
	 (d)	 iQkWeZy isaVj (Formal Painter)
	244.	 MS Word 2010 osQ iQkWUV lkbt fyLV ckWDl esa miyC/ vxys 

cM+s ikWbaV lkbt rd iQkWUV lkbt dks cM+k djus osQ fy, fuEufyf•r 
esa ls fdl 'kkWVZdV dh (key) dk mi;ksx fd;k tkrk gS\

Delhi Police HCM 14/10/2022 (Shift-III)
	 (a)	 Ctrl + Shift + >	 (b)	 Ctrl + Shift + F4
	 (c)	 Ctrl + Shift + <	 (d)	 Ctrl + Shift + F3
	245.	 cSdLVst O;w dk mi;ksx djus osQ fy, iQkby ist dks •ksyus osQ fy, 

,e,l oMZ 2010 (MS-Word 2010) esa fuEufyf•r esa ls fdl 
dekaM dk mi;ksx fd;k tkrk gS\

Delhi Police HCM 17/10/2022 (Shift-I)
	 (a)	 Alt + F	 (b)	 Alt + G
	 (c)	 Alt + H	 (d)	 Alt + C
	246.	 ,e,l oMZ 2010 (MS Word 2010) esa dlZj dks ,d iSjkxzkiQ 

Åij ys tkus osQ fy, fuEufyf•r esa ls fdl dhcksMZ 'kkWVZdV dk 
mi;ksx fd;k tkrk gS\

Delhi Police HCM 17/10/2022 (Shift-I)
	 (a)	 Ctrl + Right Arrow Key
	 (b)	 Ctrl + Down Arrow Key
	 (c)	 Ctrl + Left Arrow Key
	 (d)	 Ctrl + Up Arrow Key
	247.	 ,e,l oMZ 2010 esa lqijfLØIV iQkWeZsfVax dks ykxw djus osQ fy, 

fuEufyf•r esa ls fdl 'kkWVZdV dh (Key) dk mi;ksx fd;k tkrk 
gS\

Delhi Police HCM 17/10/2022 (Shift-I)
	 (a)	 Ctrl + Shift + +	 (b)	 Ctrl + Shift + >
	 (c)	 Ctrl + Shift + <	 (d)	 Ctrl + Shift + =
	248.	 ,e,l&oMZ 2010 esa] fdlh iSjkxzkiQ ;k vuqHkkx dh 'kq#vkr esa 

ltkoVh rRo osQ :i esa mi;ksx fd;k tkus okyk ,d cM+k oSQfiVy 
v{kj cukuk ----------------- dks lanfHkZr djrk gSA

Delhi Police HCM 17/10/2022 (Shift-II)
	 (a)	 LekVZ vkVZ (Smart Art)
	 (b)	 Mªki oSQi (Drop Cap)

	 (c)	 okVj ekdZ (Watermark)
	 (d)	 gSMj (Header)
	249.	 ,e,l&oMZ 2010 esa] ist Mkmu oaqQth dk mi;ksx fuEufyf•r osQ 

fy, fd;k tkrk gS%
Delhi Police HCM 17/10/2022 (Shift-II)

	 (a)	 dlZj dks ,d iSjkxzkiQ uhps ys tk,¡A
	 (b)	 dlZj dks ,d iafDr uhps ys tk,¡A
	 (c)	 tc nLrkost esa ,dkf/d i`"B gksa rks dlZj dks vafre i`"B ij 

ys tk,¡A
	 (d)	 dlZj dks ,d LØhu uhps ys tk,¡A

	250.	 ,e,l&oMZ 2010 esa ,d gh VsDLV dks nksckjk Vkbi djus osQ ctk;] 
ge le; vkSj ç;kl dks de djus osQ fy, -------- dk mi;ksx dj 
ldrs gSaA

Delhi Police HCM 17/10/2022 (Shift-II)
	 (a)	 dkWih + vUMw 	 (b)	 dkWih + isLV 
	 (c)	 dV  + dkWih 	 (d)	 isLV + vUMw

	251.	 ,e,l oMZ esa iQaD'ku dh (key) F12 dk mi;ksx ---------- osQ fy, 
fd;k tkrk gSA

Delhi Police HCM 17/10/2022 (Shift-III)
	 (a)	 dk;Z'khy foaMks dks can djus
	 (b)	 iQkby esuw vksiu djus
	 (c)	 vxyh dk;Z'khy foaMks vksiu djus 
 	 (d)	 lso ,t (Save As) Mk;ykWx ckWDl vksiu djus

	252.	 ,e,l oMZ 2010 (MS-Word 2010) dh ,d Vscy esa vlhfer jks 
(Rows) vkSj vf/dre ------------ dkWye (Column) gks ldrs gS 

Delhi Police HCM 17/10/2022 (Shift-III)
	 (a)	 61	 (b)	 62
	 (c)	 63	 (d)	 64
	253.	 ,e,l oMZ 2010 (MS-Word 2010) ,IyhosQ'ku esa U;wure twe 

çfr'kr D;k gS\
Delhi Police HCM 17/10/2022 (Shift-III)

	 (a)	 5» 	 (b)	 15» 
	 (c)	 25» 	 (d)	 10»
	254.	 ,e,l oMZ 2010 osQ iSjkxzkiQ iQkWeZsfVax esa] Ctrl + Q dk mi;ksx 

fuEufyf•r esa ls fdl mís'; osQ fy, fd;k tkrk gS\
Delhi Police HCM 18/10/2022 (Shift-I)

	 (a)	 iSjkxzkiQ baMsaVs'ku gVkus osQ fy,
	 (b)	 LVkby VkLd isu vksiu vkSj vIykbZ djus osQ fy,
	 (c)	 iSjkxzkiQ Lisflax dks Mcy ykbu esa cnyus osQ fy,
	 (d)	 gkbykbV fd, x, iSjkxzkiQ dh iSjkxzkiQ iQkWeZsfVax gVkus osQ fy,

	255.	 fuEufyf•r esa ls dkSu&lk] ,e,l oMZ 2010 esa igys ls dkWfUiQxj 
okWVjekoZQ ugha gS\

Delhi Police HCM 18/10/2022 (Shift-II)
	 (a)	 xzs ofVZdy VsDLV osQ lkFk "DO NOT COPY" okWVjekdZ
	 (b)	 xzs gkWfjtkWUVy VsDLV osQ lkFk "CONFIDENTIAL" okWVjekdZ 
	 (c)	 xzs Mk;xksuy VsDLV osQ lkFk "DO NOT COPY" okWVjekdZ 
	 (d)	 xzs Mk;xksuy VsDLV osQ lkFk "CONFIDENTIAL" okWVjekdZ

	256.	 ,e,l oMZ 2010 esa VsDLV dks ckbZa vksj vykbu djus osQ fy, 
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fuEufyf•r esa ls fdl 'kkWVZdV dh (key) dk mi;ksx fd;k tkrk 
gS\

Delhi Police HCM 18/10/2022 (Shift-II)
	 (a)	 Ctrl+Shift+L	 (b)	 Ctrl+L
	 (c)	 Ctrl+M	 (d)	 Ctrl+Shift+M
	257.	 ,e,l oMZ 2010 (MS-Word 2010) MkWD;wesaV esa fMiQkWYV iQkWUV 

isQl D;k gksrk gS\
Delhi Police HCM 18/10/2022 (Shift-III)

	 (a)	 oSQfyojh (Calibri) 
	 (b)	 ,fj;y (Arial) 
	 (c)	 bVSfyd (Italic) 
	 (d)	 VkbEl U;w jkseu (Times New Roman) 
	258.	 ,e,l oMZ 2010 (MS Word 2010) osQ iSjkxzkiQ iQkWeZsfVax esa] 

dhcksMZ 'kkWVZdV Ctrl + Q dk mi;ksx fuEufyf•r esa ls fdl mís'; 
osQ fy, fd;k tkrk gS\

Delhi Police HCM 18/10/2022 (Shift-III)
	 (a)	 iSjkxzkiQ Lisflax dks Mcy ykbu esa cnyus osQ fy,
	 (b)	 gkbykbV fd, x, iSjkxzkiQ ls iSjkxzkiQ iQkWeZsfVax gVkus osQ fy,
	 (c)	 iSjkxzkiQ baMsaVs'ku gVkus osQ fy,
	 (d)	 vIykbZ LVkby VkLd iSu •ksyus osQ fy,

	259.	 --------- ,e,l oMZ 2010 (MS-Word 2010) esa MkWD;wesaV osQ 
,fIyosQ'ku uke dks çnf'kZr djrk gSA

Delhi Police HCM 18/10/2022 (Shift-III)
	 (a)	 fjcu (Ribbon)
	 (b)	 iQkby VSc (File Tab)
	 (c)	 Dohd ,Dlsl Vwyckj (Quick Access Toolbar)
	 (d)	 VkbVy ckj (Title Bar)
	260.	 ,e,l oMZ 2010 (MS-Word 2010) osQ ----------- esa] igyh ykbu 

osQ vfrfjDr vU; lHkh ykbusa baMsaV gksrh gSaA 
Delhi Police HCM 18/10/2022 (Shift-III)

	 (a)	 g¡fxax baMsaV (hanging Indent)
	 (b)	 lsdaM ykbu baMsaV (Second Line Indent) 
	 (c)	 jkbV baMsaV (Right Indent) 
	 (d)	 ysÝV baMsaV (Left Indent)
	261.	 ,e,l oMZ 2010 (MS Word 2010) esa] fuEufyf•r esa ls dkSu 

lk@ls ekU; ist vksfj,aVs'ku gS@gSa\
	 (i)	 ySaMLosQi (Landscape)
	 (ii)	 iksVªZsV (Portrait)

Delhi Police HCM 19/10/2022 (Shift-I)
	 (a)	 u rks (i) vkSj u gh (ii)
	 (b)	 osQoy (i)
	 (c)	 osQoy (ii)
	 (d)	 (i) vkSj (ii) nksuksa 
	262.	 ,e,l oMZ 2010 (MS-Word 2010) esa ^LVkbYl* (Styles) osQ 

lanHkZ esa fuEufyf•r esa ls dkSu&lk dFku lR; gS\
Delhi Police HCM 19/10/2022 (Shift-I)

	 (i)	 LVkbYl (Styles) osQoy ,d ifjHkk"kk gS] tks ;g crkrh gS fd 

VsDLV dks oSQlk fn•uk pkfg,A

	 (ii)	 LVkbYl (Styles) iwjs MkWD;wesaV esa fDod iQkWeZsfVax la'kks/uksa dh 
lqfo/k nsrh gSaA

	 (a)	 u rks (i) vkSj u gh (ii)
	 (b)	 osQoy (i)
	 (c)	 (i) vkSj (ii) nksuksa
	 (d)	 osQoy (ii)
	263.	 fuEufyf•r esa ls dkSu&lk MS Word 2010 esa fMiQkWYV :i ls 

fDod ,Dlsl Vwyckj (Quick AccessToolbar) esa ekStwn ugha gS\
Delhi Police HCM 19/10/2022 (Shift-II)

	 (a)	 jhMw (Redo)	 (b)	 vuMw (Undo)
	 (c)	 dV (Cut)	 (d)	 lso (Save)
	264.	 ,e,l oMZ 2010 (MS Word 2010) esa --------- VSc ,d fMiQkWYV 

VSc gksrk gS tks vkiosQ }kjk MkWD;wesaV •ksyus ij fn•kbZ nsrk gSA 
Delhi Police HCM 19/10/2022 (Shift-II)

	 (a)	 gkse (Home)	 (b)	 fjO;w (Review) 
	 (c)	 bUlVZ (Insert) 	 (d)	 ysvkmV (layout)
	265.	 MS Word 2010 esa] :yj osQ lanHkZ esa fuEufyf•r esa ls dkSu lk 

dFku xyr gS\
Delhi Police HCM 19/10/2022 (Shift-II)

	 (a)	 ;g ,d ykbu osQ baMsaVs'ku dks cnyus esa enn djrk gS

	 (b)	 ;g MkWD;wesaV istksa osQ ekftZUl dks fu;af=kr djus esa enn djrk 
gS

	 (c)	 ;g VSCl dks lsV djus esa enn djrk gS

	 (d)	 ;g iQkWUV LVkbYl dks cnyus esa enn djrk gS

	266.	 ,e,l oMZ 2010 (MS Word 2010)] vLFkk;h uke osQ lkFk -----
------ osQ :i esa ,d u;k MkWD;wesaV vksiu djrk gSA

Delhi Police HCM 19/10/2022 (Shift-II)
	 (a)	 Document1	 (b)	 Book
	 (c)	 Document	 (d)	 Book 1
	267.	 ,e,l oMZ 2010 (MS-Word 2010) esa] vki fdlh MkWD;wesaV osQ 

fdlh fof'k"V fgLls ls VsDLV dks dV dj ldrs gSa vkSj ml VsDLV 
dks ml MkWD;wesaV esa dgha Hkh isLV dj ldrs gSaA tc vki VsDLV dks 
dV djrs gSa] rks ;g ----------- ij LVksj gks tkrk gSA

Delhi Police HCM 19/10/2022 (Shift-III)
	 (a)	 fDyicksMZ (Clipboard)
	 (b)	 lsy (Cell)
	 (c)	 Vscy (Table)
	 (d)	 jks (Row)
	268.	 ;fn ,e,l oMZ 2007 (MS Word 2007) esa 'Examination' 

'kCn ij ;fn tOGGLE cASE ykxw fd;k tkrk gS rks ifj.kke D;k 
gksxk\

Delhi Police HCM 20/10/2022 (Shift-I)
	 (a)	 Examination	 (b)	 examination
	 (c)	 eXAMINATION	 (d)	 EXAMINATION
	269.	 ,e,l oMZ 2010 (MS-Word 2010) MkWD;wesaV dks can djus osQ 

fy, dhcksMZ 'kkWVZdV dh (key) ------------- gSA
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Delhi Police HCM 20/10/2022 (Shift-I)
	 (a)	 Ctrl + X	 (b)	 Ctrl + W
	 (c)	 Ctrl + Z	 (d)	 Ctrl + Y
	270.	 ,e,l oMZ 2010 (MS-Word 2010) esa] fyf•r VsDLV vkSj isij 

osQ fdukjs osQ chp dh nwjh dks --------------------- dgk tkrk gSA
Delhi Police HCM 20/10/2022 (Shift-I)

	 (a)	 ekftZu (Margin)
	 (b)	 baMsaV LVkWi (Indent Stop)
	 (c)	 :yj ykbu (Ruler Line)
	 (d)	 vykbuesaV (Alignment)
	271.	 ,e,l oMZ 2010 (MS-Word 2010) MkWD;wesaV dks lso djus osQ 

fy, fuEu esa ls fdl dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk gS\
Delhi Police HCM 20/10/2022 (Shift-II)

	 (a)	 Ctrl + C	 (b)	 Ctrl + B
	 (c)	 Ctrl + A	 (d)	 Ctrl + S
	272.	 ,e,l oMZ 2010 esa fuEufyf•r esa ls dkSu lk vkWijs'ku vkiosQ 

MkWD;wesaV esa daVsaV fDyicksMZ ls Mkyrk gS\
Delhi Police HCM 20/10/2022 (Shift-II)

	 (a)	 dkWih (Copy) 
	 (b)	 gk;iQus'ku (Hyphenation)
	 (c)	 isLV (Paste)
	 (d)	 iQkseZsV isaVj (Format Painter)
	273.	 ,e,l oMZ 2010 (MS Word 2010) esa] fuEufyf•r esa ls fdl 

dhcksMZ 'kkWVZdV dh (Key) dk mi;ksx Vscy dh ,d jks (Row) esa 
fiNys lsy esa tkus osQ fy, fd;k tkrk gS\

Delhi Police HCM 20/10/2022 (Shift-III)
	 (a)	 Shift + Tab	 (b)	 Windows + Tab
	 (c)	 Alt + Tab	 (d)	 Ctrl + Tab
	274.	 ,e,l oMZ 2010 (MS Word 2010) esa] Vscy cukus osQ ckn] ;fn 

vki fdlh Vscy esa fdlh fo'ks"k jks (Row) osQ uhps ,d ubZ jks 
(Row) bUlVZ djuk pkgrs gSa] rks vkidks fuEufyf•r esa ls fdl 
fodYi dk mi;ksx djuk gksxk\

Delhi Police HCM 20/10/2022 (Shift-III)
	 (a)	 Åij iafDr;k¡ lfEefyr djsa 
	 (b)	 uhps iafDr;k¡ lfEefyr djsa 
	 (c)	 ck;ha vksj dkWye Mkysa 
	 (d)	 nkbZa vksj dkWye Mkysa 

	275.	 crk,a fd ,e,l oMZ 2010 (MS Word 2010) ls lacaf/r 
fuEufyf•r dFku lR; gSa ;k vlR;\

	 (i)	 ySaMLosQi vksfj,aVs'ku esa] fdlh ist dh Å¡pkbZ mldh pkSM+kbZ ls 
vf/d gksrh gSA

	 (ii)	 iksVªZsV vksfj,aVs'ku esa] ist dh pkSM+kbZ mldh Å¡pkbZ ls vf/d 
gksrh gSA

Delhi Police HCM 20/10/2022 (Shift-III)
	 (a)	 (i) vlR; (ii) lR;	 (b)	 (i) lR; (ii) vlR;
	 (c)	 (i) vlR; (ii) vlR;	(d)	 (i) lR; (ii) lR;
	276.	 Vscy VwYl osQ fMtkbu VSc esa Mªk ckWMZlZ xzqi osQ fuEufyf•r esa ls 

fdl fodYi dk mi;ksx] ,e,l oMZ 2010 (MS-Word 2010) esa 

etZ fd, x, lsy cukus osQ fy, Vscy esa fof'k"V ckWMZj dks gVkus 
osQ fy, fd;k tkrk gS\

Delhi Police AWO/TPO 27/10/2022 (Shift-I)
	 (a)	 fMyhV (Delete)
	 (b)	 fLIyV lsy (Split Cells)
	 (c)	 etZ lsy (Merge Cells)
	 (d)	 bjstj (Eraser)
	277.	 ,e,l oMZ 2010 (MS-Word 2010) esa -------------- dk mi;ksx lHkh 

fçafVax lsfVaXl dks lgh <ax ls lek;ksftr djus osQ fy, fd;k tkrk 
gS rkfd fçaV lVhd gks vkSj blesa fdlh fo:i.k] dVkSrh ;k yqIr 
iQkWeZsfVax osQ fcuk vkiosQ fy, vko';d lHkh daVsaV 'kkfey gksA

Delhi Police AWO/TPO 27/10/2022 (Shift-I)
	 (a)	 fçaV fjO;w (Print Review)
	 (b)	 fçaV fçO;w (Print Preview)
	 (c)	 fçaV cSysal (Print Balance)
	 (d)	 fçaV ijO;w (Print Purview)
	278.	 ,e,l oMZ 2010 (MS Word 2010) esa fçaV fodYi (Print 

option) esa vko';d fçaVksa dh la[;k fufnZ"V djus osQ fy, 
fuEufyf•r esa ls fdl fodYi dk mi;ksx fd;k tkrk gS\

Delhi Police AWO/TPO 27/10/2022 (Shift-I)
	 (a)	 vksfj,UVs'ku (Orientation)
	 (b)	 ist lkbt (Page Size)
	 (c)	 dksysVsM (Collated)
	 (d)	 dkWiht (Copies)
	279.	 ,e,l oMZ 2010 (MS-Word 2010) esa] fuEufyf•r esa ls dkSu 

lk fodYi osQoy fcuk iQkWeZsV okys VsDLV dks NksM+dj lsysD'ku 
(selection) ls lHkh iQkWeZsfVax dks gVkus osQ fy, mi;ksx fd;k tkrk 
gS\

Delhi Police AWO/TPO 27/10/2022 (Shift-III)
	 (a)	  Dyh;j lsysD'ku (Clear Selection)
	 (b)	  fMyhV vkWy iQkWeZsfVax (Delete All Formatting)
	 (c)	  Dyh;j vkWy iQkWeZsfVax (Clear All Formatting)
	 (d)	  fjewo lsysD'ku (Remove Selection)
	280.	 ekWdvi osQ fy, ,e,l oMZ 2010 (MS-Word 2010) MkWD;wesaV] 

VsEIysV cukrs le; jSaMe VsDLV tsujsV djus osQ fy, fuEufyf•r esa 
ls fdl fcYV&bu iQaD'ku dk mi;ksx fd;k tkrk gS\

Delhi Police AWO/TPO 28/10/2022 (Shift-I)
	 (a)	 tujsV (Generate)	 (b)	 fØ,V (Create)
	 (c)	 jSaM (Rand)	 (d)	 jSaMe (Random)
	281.	 ,e,l cMZ 2010 (MS Word 2010) esa] fuEufyf•r esa ls dkSu 

lk VsDLV iQkWeZsfVax dk;Z dh&cksMZ 'kkWVZdV 'Ctrl + E' dh lgk;rk 
ls fd;k tkrk gS\

Delhi Police AWO/TPO 28/10/2022 (Shift-I)
	 (a)	 vykbu jkbV (Align Right)
	 (b)	 vykbu ysÝV (Align Left)
	 (c)	 tfLViQkbZ (Justify)
	 (d)	 vykbu lsaVj (Align Center)
	282.	 ,e,l oMZ 2010 (MS-Word 2010) MkWD;wesaV dks •ksyus osQ fy, 
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mi;ksx fd;k tkus okyk 'Open' dekaM fuEufyf•r esa ls fdl VSc 
esa ik;k tkrk gS\

Delhi Police AWO/TPO 28/10/2022 (Shift-II)
	 (a)	 gsYi (Help)	 (b)	 iQkby (File)
	 (c)	 ysvkmV (Layout)	 (d)	 gkse (Home)
	283.	 fuEufyf•r esa ls dkSu lk fodYi ,d ,slk iQhpj gS] tks ,e,l 

oMZ 2010 (MS Word 2010) esa] fDyicksMZ ls isLV fd, tkus ij 
daVsaV osQ çnf'kZr gksus ;k dk;Z djus osQ rjhosQ dks vf/d fu;af=kr 
djrk gS\ 

Delhi Police AWO/TPO 28/10/2022 (Shift-III)
	 (a)	 isLV fMVsy (Paste Details) 
	 (b)	 isLV Lis'ky (Paste Special) 
	 (c)	 isLV daVªksy (Paste Control) 
	 (d)	 isLV fMtkbu (Paste Design)
	284.	 MS Word 2007 esa 36 IokbaV dk iQkWUV lkbt fdrus bap osQ 

cjkcj gksrk gS\
Delhi Police Const. 27/11/2020 (Shift-I)

(a)	1	 (b)	0.125
(c)	 0.5	 (d)	0.25

	285.	 MS Word esa VsDLV dh ykbu osQ Åij NksVs v{kj vfoaQr djus osQ 
fy,] fuEufyf•r esa ls fdldk mi;ksx fd;k tkrk gSA

Delhi Police Const. 01/12/2020 (Shift-I)
(a)	LVªkbdFkzw	 (b)	lClfozQIV
(c)	vaMjykbu	 (d)	lqijfLØIV

	286.	 MS Word 2007 esa MkWD;wesaV dks •ksyus vkSj can djus osQ lanHkZ 
esa] fuEufyf•r esa ls dkSu&lk dFku lR; gS\

Delhi Police Const. 01/12/2020 (Shift-I)
(a)	fMiQkWYV :i ls] MS Word MkWD;wesaV dks •ksyus ij] blesa 

dksbZ ist ugha gksrkA
(b)	,d ubZ iQkby •ksyus osQ fy,] foaMkst cVu esa ^U;w* ij fDyd 

djsaA
(c)	fdlh MkWD;wesaV dks can djus fy,] foaMksa osQ Åijh nk,a dksus esa 

^&* ij fDyd djsaA
(d)	MkWD;wesaV dks •ksyus osQ fy, 'kkWVZdV oqaQth Ctrl+F gksrh gSA

	287.	 MS Word osQ laca/ esa fuEufyf•r esa ls dkSu&lk dFku vlR; gS\
Delhi Police Const. 01/12/2020 (Shift-II)

(a)	,d Vscy esa le la[;k esa iafÙkQ;k¡ vkSj LraHk gks ldrs gSaA
(b)	,d Vscy esa fo"ke la[;k esa iafÙkQ;k¡ vkSj LraHk gks ldrs gSaA
(c)	,d Vscy esa LraHkksa dh la[;k] iafÙkQ;ksa dh la[;k ls vf/d ugha 

gks ldrh gSA
(d)	,d Vscy esa iafÙkQ;ksa vkSj LraHkksa dh la[;k vyx&vyx gks 

ldrh gSA

	288.	 fuEufyf•r esa ls dkSu&lk@ls dFku lR; gS@gSa\
(i)	 MS Word esa] 18&ikWbaV iQkWUV&lkbt yxHkx 0-5 bap osQ 

cjkcj gksrh gSA
(ii)	MS Word esa] ,d iSjkxzkiQ esa 24&ikWbaV ls vf/d dk varjky 

ugha gks ldrk gSA
Delhi Police Const. 01/12/2020 (Shift-II)

(a)	osQoy (i)

(b)	osQoy (ii)
(c)	u rks (i) vkSj u gh (ii)
(d)	(i) vkSj (ii) nksuksa

	289.	 crk,a fd MS Word osQ laca/ esa fuEufyf•r dFku lR; gSa ;k 
vlR;A
(i)	 tc vki MS Word esa ,d ubZ iQkby •ksyrs gSa] rks fMiQkWYV 

:i ls mlesa ySaMLosQi vksfj,aVs'ku gksrk gSA
(ii)	tc vki MS Word esa ,d ubZ iQkby •ksyrs gSa] rks fMiQkWYV 

:i ls mlesa iksVsªV vksfj,aVs'ku gksrk gSA
Delhi Police Const. 01/12/2020 (Shift-III)

(a)	(i) vlR;] (ii) lR;
(b)	(i) lR;] (ii) vlR;
(c)	 (i) lR;] (ii) lR;
(d)	(i) vlR;] (ii) vlR;

	290.	 MS Word esa] fuEufyf•r esa ls dkSu lk ,d ekU; ^psat osQl* 
(Change case) fodYi ugha gS \

Delhi Police Const. 01/12/2020 (Shift-III)
(a)	yksvj osQl	 (b)	ikLdy osQl
(c)	vij osQl	 (d)	VkWxy osQl

	291.	 MS Word esa] fuEufyf•r esa ls dkSu&lk n`'; fodYi (O;w 
vkWI'ku) fdlh MkWD;wesaV osQ oaQVsaV dks cqysV ikWbaV osQ :i esa n'kkZrk 
gS\

Delhi Police Const. 02/12/2020 (Shift-III)
(a)	MªkÝV	 (b)	vkmVykbu
(c)	fçaV ysvkmV	 (d)	osc ysvkmV

	292.	 MS Word Vscy osQ ckjs esa fuEufyf•r esa ls dkSu &lk dFku 
vlR; gS\

Delhi Police Const. 02/12/2020 (Shift-I)
(a)	,d jks (Row) ;k dkWye (Column) osQ ,dkarj (gj nwljs) 

lsy dks etZ ugha fd;k tk ldrkA
(b)	,d dkWye (Column) osQ nks ;k vf/d Øekxr lsy dks etZ 

fd;k tk ldrk gSA
(c)	,d jks (Row) osQ nks ;k vf/d Øekxr lsy dks etZ fd;k 

tk ldrk gSA
(d)	,d Vscy osQ igyh vkSj vafre lsy dks etZ fd;k tk ldrk 

gSA

	293.	 crk,a fd fuEufyf•r dFku lR; gSa ;k vlR;A
(i)	 MS Word esa] lHkh iSjkxzkiQ esa jkbV vykbuesaV gks ldrk gSA
(ii)	MS Word esa] lHkh iSjkxzkiQ esa ,d gh gSafxax iksth'ku ugha gks 

ldrhA
Delhi Police Const. 02/12/2020 (Shift-II)

	 (a)	 (i) vlR;] (ii) vlR;	(b)	(i) lR;] (ii) lR;
	 (c)	 (i) vlR;] (ii) lR;	 (d)	(i) lR;] (ii) vlR;

	294.	 tc vki MS Word osQ u, laLdj.kksa] tSls Word 2016 esa ,d 
ubZ iQkby •ksyrs gSa] rks fMiQkWYV ist ekftZu ---------- osQ :i esa lsV 
gksrk gSA

Delhi Police Const. 02/12/2020 (Shift-III)
(a)	ekWMjsV (Moderate)	 (b)	fejMZ (Mirrored)
(c)	uSjks (Narrow)	 (d)	ukWeZy (Normal)
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	295.	 crk,a fd MS Word osQ laca/ esa fuEufyf•r dFku lR; gSa ;k 
vlR;A
(i)	 ,d MkWD;wesaV iQkby esa cqysVsM vkSj ucaMZ] nksuksa fyLV gks ldrh 

gSaA
(ii)	MS Word MkWD;wesaV esa ist ekftZu dks dLVekbt fd;k tk 

ldrk gSA
Delhi Police Const. 02/12/2020 (Shift-III)

(a)	(i) lR;] (ii) lR;
(b)	(i) vlR;] (ii) lR;
(c)	 (i) lR;] (ii) vlR;
(d)	(i) vlR;] (ii) vlR;

	296.	 MS Word osQ gky osQ laLdj.kksa] tSls Word 2016 esa gkse esuw 
osQ rgr iSjkxzkiQ dekaM lewg osQ Hkkx osQ :i esa] fuEufyf•r esa ls 
dkSu&lk ugha fn•kbZ nsrk\

Delhi Police Const. 02/12/2020 (Shift-III)
(a)	uacfjax	 (b)	eYVhysoy fyLV
(c)	psat osQl	 (d)	cqysV

	297.	 fuEufyf•r esa ls dkSu lk@ls dFku lgh gS@gSa\
(i)	 MS-Word esa] ,d 'kCn esa yksvj&osQl (NksVs v{kj) vkSj 

vIij&osQl (cM+s v{kj) nksuksa çdkj osQ v{kj gks ldrs gSaA
(ii)	MS-Word esa] iSjkxzkiQ osQ igys 'kCn dks cksYM ugha fd;k tk 

ldrk gSA
Delhi Police Const. 03/12/2020 (Shift-I)

(a)	i vkSj ii nksuksa	 (b)	u rks i vkSj u gh ii
(c)	osQoy ii	 (d)	osQoy i

	298.	 MS-Word esa fdlh iSjkxzkiQ dk p;u djus osQ fy, fuEufyf•r 
esa ls fdl ekml fDyd dk mi;ksx fd;k tk ldrk gS\

Delhi Police Const. 03/12/2020 (Shift-I)
(a)	fVªiy ysÝV fDyd	 (b)	flaxy ysÝV fDyd
(c)	Mcy ysÝV fDyd	 (d)	flaxy jkbV fDyd

	299.	 MS-Word esa Vscy esa iafÙkQ;ksa (rows) dh de ls de la[;k D;k 
gks ldrh gS\

Delhi Police Const. 03/12/2020 (Shift-I)
(a)	8	 (b)	2
(a)	4	 (d)	1

	300.	 crk,a fd fuEufyf•r dFku lR; gSa ;k vlR;A
(i)	 MS Word esa] ^ySaMLosQi* (Landscape) ,d ekU; ist 

ekftZu fodYi gSA
(ii)	MS Word esa ^iksVªsV* (Portrait) ,d ekU; ist ekftZu 

fodYi gSA
Delhi Police Const. 03/12/2020 (Shift-II)

(a)	(i) lR;] (ii) lR;
(b)	(i) vlR;] (ii) vlR;
(c)	 (i) lR;] (ii) vlR;
(d)	(i) vlR;] (ii) lR;

	301.	 MS Word esa Vscy osQ ckjs esa fuEufyf•r esa ls dkSu&lk dFku 
vlR; gS\

Delhi Police Const. 03/12/2020 (Shift-II)
(a)	,d Vscy esa osQoy ,d jks (Row) vkSj ,d dkWye (Column) 

gks ldrk gSA

(b)	,d Vscy esa osQoy ,d jks (Row) gks ldrh gSA

(c)	,d Vscy esa vHkkT; la[;k esa dkWye (Column) ugha gks ldrs

(d)	,d Vscy esa osQoy ,d dkWye (Column) gks ldrk gSA

	302.	 MS Word osQ gky osQ laLdj.kksa tSls] Word 2016 esa gkse esuw osQ 
rgr ^iQkWUV* (Font) dekaM lewg osQ Hkkx osQ :i esa fuEufyf•r 
esa ls D;k fn•kbZ nsrk gS\

Delhi Police Const. 03/12/2020 (Shift-II)
(a)	isLV	 (b)	'kks@gkbM
(c)	psat osQl	 (d)	iQkWesZV isaVj

	303.	 tc vki MS Word MkWD;wesaV esa fdlh Vscy osQ fdlh eè;orhZ 
lsy dk p;u djrs gSa vkSj Shift + TAB oqqaQth (key) nckrs gSa rks 
D;k gksrk gS\

Delhi Police Const. 03/12/2020 (Shift-II)
(a)	orZeku lsy osQ ikl dh (jkbV) lsy osQ daVsV dks lsysDV dj 

fy;k tkrk gSA
(b)	orZeku lsy osQ igys dh (ysÝV) lsy osQ daVsV dks lsysDV dj 

fy;k tkrk gSA
(c)	orZeku lsy osQ daVsaV gVk fn;k tkrk gSA
(d)	orZeku lsy ls uhps dh lsy osQ daVsV dks lsysDV dj fy;k 

tkrk gSA

	304.	 fuEufyf•r esa ls dkSu lk@ls dFku lgh gS@gSa\
(i)	 MS Word esa] VsDLV dk fMiQkWYV vykbuesaV  ^ysÝV* gksrk gSA
(ii)	MS Word esa] çR;sd iSjkxzkiQ ,d iSjkxzkiQ ekoZQ osQ lkFk 

lekIr gksrk gS] tks ,d cSdoMZ P (  ) tSlk fn•kbZ nsrk gSA
Delhi Police Const. 03/12/2020 (Shift-III)

	 (a)	 osQoy i	 (b)	i vkSj ii nksuksa
	 (c)	 osQoy ii	 (d)	u rks i vkSj u gh ii
	305.	 MS Word esa] ,d iQkWUV lkbt MªkWiMkmu ckWDl gksrk gSA blosQ 

ekè;e ls p;u fd;k tk ldus okyk lcls cM+k iQkWUV&lkbt D;k 
gksrk gS\

Delhi Police Const. 03/12/2020 (Shift-III)
(a)	72	 (b)	64
(c)	32	 (d)	96

	306.	 ,d MS Word MkWD;wesaV dks fçaV djrs le; ge fçaV gksus okyh 
çfr;ksa dh la[;k fu/kZfjr (lsV) dj ldrs gSaA fMiQkWYV :i ls] 
vkiosQ MkWD;wesaV dh ---------- çfr @çfr;ka gksaxhA

Delhi Police Const. 07/12/2020 (Shift-I)
(a)	,d	 (b)	rhu
(c)	nks	 (d)	vkB

	307.	 MS Word 2007 esa ^bUlVZ* VSc osQ ^Vscy* (Table) esuw esa] 
fuEufyf•r esa ls dkSu&lk fodYi ugha gksrk\

Delhi Police Const. 07/12/2020 (Shift-II)
(a)	fDod Vscy	 (b)	MªkW Vscy
(c)	fjewo gsMj	 (d)	bUlVZ Vscy

	308.	 MS Word 2007 MkWD;wesaV ,fj;k esa] iQkWeZsfVax osQ fy, fdlh VsDLV 
osQ CykWd dk p;u djrs gh] fuEufyf•r esa ls D;k fn•kbZ nsrk gS\

Delhi Police Const. 07/12/2020 (Shift-II)
(a)	fçaV fçO;w	 (b)	u;k MkWD;wesaV
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(c)	Vscy	 (d)	feuh Vwy ckj
	309.	 fuEufyf•r esa ls dkSu lk@ls dFku vlR; gS@gSa\

(i)	 MS Word esa] ,d Vscy esa osQoy ,d lsy Hkh gks ldrh gSA
(ii)	MS Word esa] VsDLV dk iQkWUV lkbt 8 ls de ugha gks ldrk 

gSA
Delhi Police Const. 07/12/2020 (Shift-III)

(a)	osQoy i
(b)	u rks i vkSj u gh ii
(c)	osQoy ii
(d)	i vkSj ii nksuksa

	310.	 fuEufyf•r esa ls dkSu lk@ls dFku vlR; gS@gSa\
(i)	 MS-Word esa] fdlh 'kCn osQ fofHkUu v{kjksa dks vyx&vyx 

iQkWUV dyj ugha fn;k tk ldrk gSA
(ii)	MS-Word esa] MkWD;wesaV esa iSjkxzkiQ ekdZ dks çnf'kZr djus osQ 

fy, 'kks@gkbM dekaM cVu dk mi;ksx fd;k tk ldrk gSA
Delhi Police Const. 08/12/2020 (Shift-III)

(a)	u rks i vkSj u gh ii
(b)	osQoy ii
(c)	osQoy i
(d)	i vkSj ii nksuksa

	311.	 MS Word esa lysDV fd, x, VsDLV dks lqij fLØIV osQ :i esa 
cnyus osQ fy, fuEufyf•r esa ls fdl dh&cksMZ 'kkWVZdV dk ç;ksx 
fd;k tkrk gS\

Delhi Police Const. 9/12/2020 (Shift-I)
(a)	daVªksy (Ctrl) vkSj gS'k fpÉ (#) ,d lkFk nck,aA
(b)	daVªksy (Ctrl)] f'kÝV (Shift) vkSj Iyl fpÉ (+) ,d lkFk 

nck,aA
(c)	daVªksy (Ctrl)] f'kÝV (Shift) vkSj gS'k fpÉ (#)  ,d lkFk 

nck,aA
(d)	daVªksy (Ctrl) vkSj cjkcj fpÉ (=) ,d lkFk nck,aA

	312.	 MS Word 2007 esa] ist dks iksVsªV vkSj ySaMLosQi ys&vkmV osQ chp 
fLop djus osQ fy, fçaV çhO;w osQ vraxZr fuEufyf•r esa ls fdl 
fodYi dk ç;ksx fd;k tkrk gS\
(a)	vksfj,aVs'ku	 (b)	eSfXuiQk;j
(c)	lkbt	 (d)	ekftZu

Delhi Police Const. 9/12/2020 (Shift-I)

	313.	 MS Word 2010 MkWD;wesaV esa ,d okWVjekdZ tksM+us osQ fy,] 
vkidks igys ^---------* VSc ij fDyd djuk gksxk vkSj fiQj ^-------* 
xzqi esa fn, x, okWVjekoZQ fodYi dk p;u djuk gksxkA

Delhi Police Const. 9/12/2020 (Shift-III)
(a)	View, Page Background
(b)	Insert, Page Background
(c)	Layout, Page Background
(d)	Page Layout, Page Background

	314.	 MS Word 2010 esa Lisfyax vkSj xzkej psd 'kq: djus osQ fy, 
fuEufyf•r esa ls fdl dh&cksMZ 'kkWVZdV dk ç;ksx fd;k tkrk gS\

Delhi Police Const. 9/12/2020 (Shift-III)
(a)	F7	 (b)	F2
(c)	 F9	 (d)	F1

	315.	 ------------ fdlh nLrkost osQ lkbM ekftZu] VkWi ekftZu ;k vkarfjd 

ekftZu esa vfrfjÙkQ LFkku tksM+rk gS] ftls vki MS Word 2010 
esa ck¡/us dh ;kstuk cuk jgs gSaA

Delhi Police Const. 10/12/2020 (Shift-I)
(a)	xVj ekftZu	 (b)	dkxt dk vkdkj
(c)	LEFT ekftZu	 (d)	'kh"kZ ekftZu

	316.	 ^iQkWUV* xzqi Mk;ykWx ckWDl osQ fdl VSc esa ,e,l oMZ 2010 esa iQkWUV 
biQsDV~l ykxw djus osQ fodYi gSa\
(a)	iQkWUV VSc	 (b)	ekud Vwyckj
(c)	VsDLV biQsDV	 (d)	osQjsDVj Lisflax

Delhi Police Const. 10/12/2020 (Shift-I)

	317.	 MS Word esa Bullets and Numbering (cqysVl ,aM uacfjax) 
osQ laca/ esa fuEufyf•r esa ls dkSu&lk dFku vlR; gS\

Delhi Police Const. 10/12/2020 (Shift-I)
(a)	Bullets and Numbering (cqysVl vkSj uacfjax) nksuksa 

fodYiksa dks Home Menu (gkse esuw) ls lsysDV fd;k tk 
ldrk gSA

(b)	Numbering (uacfjax) fodYi dk ç;ksx djosQ] ge lsysDV 
fd, x, MsVk osQ fy, Alphabets (o.kZ) vlkbu ugha dj 
ldrs gSaA

(c)	Bullets (cqysV~l) fodYi dk ç;ksx djosQ] ge lsysDV fd, 
x, MsVk osQ fy, Alphabets (o.kZ) vlkbu ugha dj ldrs 
gSaA

(d)	Numbering (uacfjax) fodYi dk ç;ksx djosQ] ge lsysDV 
fd, x, MsVk osQ fy, Alphabets (o.kZ) Hkh vlkbu dj 
ldrs gSaA

	318.	 MS Word osQ fuEufyf•r esa ls fdl VSc esa ^Vscy (Table) 
fodYi gksrk gS] ftldk ç;ksx Vscy bUlVZ djus osQ fy, fd;k tkrk 
gS\

Delhi Police Const. 10/12/2020 (Shift-II)
(a)	jsiQjsal	 (b)	gkse
(c)	ist ys&vkmV	 (d)	bUlVZ

	319.	 MS Word esa VsDLV iQkWeZsfVax osQ lanHkZ esa ^bVSfyd fodYi 
fuEufyf•r esa ls fdl Js.kh osQ vraxZr vkrk gS\

Delhi Police Const. 08/12/2020 (Shift-II)
(a)	bisQDV~l	 (b)	iQkWUV iQsl
(c)	iQkWUV LVkby	 (d)	lkbt

	320.	 MS Word esa fuEufyf•r esa ls dkSu&lk ml MsVk osQ fy, ,d 
vLFkk;h HkaMkj.k {ks=k gS] ftls ,d ç;ksxdrkZ ,d LFkku ls nwljs LFkku 
ij dkWih djuk pkgrk gS\

Delhi Police Const. 10/12/2020 (Shift-II)
(a)	VkLd ckj	 (b)	flLVe Vªs
(c)	fDyi cksMZ	 (d)	oMZ MkWD;wesaV

	321.	 MS-Word 2007 esa lsy osQ ofVZdy vykbuesaV dks lek;ksftr 
djus osQ fy, Vscy çkWiVhZt foaMksa esa fdl VSc dk ç;ksx fd;k tk 
ldrk gS\

Delhi Police Const. 10/12/2020 (Shift-III)
(a)	dkWye	 (b)	lsy
(c)	Vscy	 (d)	jks

	322.	 fuEufyf•r esa ls dkSu lk fodYi MkWD;wesaV esa VsDLV osQ ofVZdy 
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vykbuesaV dks iQkWeZsV djus dh {kerk çnku djrk gS vkSj bldk 
ç;ksx MS-Word osQ MkWD;wesaV foaMksa esa VsDLV dh ,d iafÙkQ ij VSc 
LVkWi lsV djus osQ fy, Hkh fd;k tkrk gS\

Delhi Police Const. 10/12/2020 (Shift-III)
(a)	LVsVl ckj	 (b)	:yj ckj
(c)	VkbVy ckj	 (d)	VkLd ckj

	323.	 MS-Word osQ fuEufyf•r esa ls dkSu ls iQhpj dk ç;ksx fdlh 
lsysD'ku ls lHkh çdkj dh iQkWeZsfVax dks feVkus osQ fy, fd;k tkrk 
gS] ftlosQ ckn osQoy lkekU; VsDLV 'ks"k cprk gS\

Delhi Police Const. 10/12/2020 (Shift-III)
(a)	psat LVkby	 (b)	fDy;j iQkWeZsfVax
(c)	vkWVks iQkWeZsfVax	 (d)	iQkWessZV isaVj

	324.	 MS Word MkWD;wesaV esa VsDLV dk jax cnyus osQ fy, fuEufyf•r 
esa ls fdldk ç;ksx fd;k tkrk gS\

Delhi Police Const. 11/12/2020 (Shift-II)
(a)	VsDLV gkbykbV dyj	 (b)	iQkWUV&dyj
(c)	LVkbYl	 (d)	'ksfMaax

	325.	 MS WORD esa Vscy dh dkWye pkSM+kbZ dks cnyus osQ fy, fuEu 
esa ls fdl fodYi dk mi;ksx fd;k tk ldrk gS\

Delhi Police Const. 11/12/2020 (Shift-II)
(a)	Alignment	 (b)	Scroll bar
(c)	 Title bar	 (c)	Ruler

	326.	 ------------ MS Word 2007 esa vkWfiQl cVu dk ,d ekU; fodYi 
ugha gSA

Delhi Police Const. 11/12/2020 (Shift-II)
(a)	çstsaVs'ku	 (b)	fçaV
(c)	lso	 (d)	lso ,st

1. (b) 2. (d) 3. (a) 4. (d) 5. (b) 6. (b) 7. (d) 8. (a) 9. (d) 10. (a)
11. (a) 12. (c) 13. (a) 14. (a) 15. (c) 16. (a) 17. (d) 18. (b) 19. (a) 20. (b)
21. (d) 22. (c) 23. (c) 24. (d) 25. (a) 26. (b) 27. (c) 28. (a) 29. (b) 30. (b)
31. (a) 32. (b) 33. (c) 34. (d) 35. (a) 36. (c) 37. (c) 38. (a) 39. (d) 40. (b)
41. (a) 42. (c) 43. (d) 44. (c) 45. (b) 46. (a) 47. (d) 48. (d) 49. (b) 50. (b)
51. (b) 52. (d) 53. (a) 54. (d) 55. (c) 56. (c) 57. (b) 58. (b) 59. (c) 60. (a)
61. (a) 62. (d) 63. (c) 64. (c) 65. (a) 66. (a) 67. (b) 68. (d) 69. (b) 70. (d)
71. (c) 72. (b) 73. (c) 74. (c) 75. (c) 76. (d) 77. (b) 78. (d) 79. (a) 80. (d)
81. (c) 82. (a) 83. (b) 84. (b) 85. (a) 86. (b) 87. (b) 88. (c) 89. (c) 90. (a)
91. (b) 92. (d) 93. (b) 94. (c) 95. (a) 96. (b) 97. (d) 98. (a) 99. (c) 100. (c)

101. (d) 102. (a) 103. (d) 104. (d) 105. (d) 106. (b) 107. (a) 108. (d) 109. (a) 110. (c)
111. (b) 112. (a) 113. (b) 114. (a) 115. (d) 116. (b) 117. (a) 118. (d) 119. (a) 120. (b)
121. (a) 122. (d) 123. (b) 124. (a) 125. (b) 126. (d) 127. (c) 128. (d) 129. (c) 130. (d)
131. (d) 132. (c) 133. (d) 134. (c) 135. (c) 136. (d) 137. (a) 138. (b) 139. (c) 140. (c)
141. (a) 142. (a) 143. (c) 144. (b) 145. (c) 146. (d) 147. (d) 148. (a) 149. (d) 150. (c)
151. (d) 152. (b) 153. (b) 154. (a) 155. (b) 156. (c) 157. (c) 158. (b) 159. (b) 160. (a)
161. (d) 162. (a) 163. (c) 164. (c) 165. (c) 166. (c) 167. (a) 168. (a) 169. (b) 170. (b)
171. (a) 172. (b) 173. (d) 174. (d) 175. (c) 176. (b) 177. (a) 178. (b) 179. (a) 180. (a)
181. (d) 182. (c) 183. (b) 184. (d) 185. (d) 186. (a) 187. (a) 188. (b) 189. (d) 190. (d)
191. (b) 192. (c) 193. (b) 194. (b) 195. (b) 196. (d) 197. (c) 198. (b) 199. (c) 200. (c)
201. (a) 202. (b) 203. (b) 204. (b) 205. (a) 206. (a) 207. (b) 208. (c) 209. (a) 210. (c)
211. (b) 212. (d) 213. (c) 214. (c) 215. (a) 216. (a) 217. (c) 218. (d) 219. (c) 220. (a)
221. (a) 222. (b) 223. (b) 224. (a) 225. (c) 226. (a) 227. (d) 228. (a) 229. (c) 230. (a)
231. (b) 232. (c) 233. (c) 234. (c) 235. (a) 236. (c) 237. (b) 238. (a) 239. (c) 240. (c)
241. (b) 242. (c) 243. (b) 244. (a) 245. (a) 246. (d) 247. (a) 248. (b) 249. (d) 250. (b)
251. (d) 252. (c) 253. (d) 254. (d) 255. (a) 256. (b) 257. (a) 258. (b) 259. (d) 260. (a)
261. (d) 262. (c) 263. (c) 264. (a) 265. (d) 266. (a) 267. (a) 268. (c) 269. (b) 270. (a)
271. (d) 272. (c) 273. (a) 274. (b) 275. (c) 276. (d) 277. (b) 278. (d) 279. (c) 280. (c)
281. (d) 282. (b) 283. (b) 284. (c) 285. (d) 286. (b) 287. (c) 288. (b) 289. (a) 290 (b)
291. (b) 292. (d) 293. (d) 294. (d) 295. (a) 296. (c) 297. (d) 298. (a) 299. (d) 300. (b)
301. (c) 302. (c) 303. (b) 304. (b) 305. (a) 306. (a) 307. (c) 308. (d) 309. (c) 310. (c)
311. (b) 312. (a) 313. (d) 314. (a) 315. (a) 316. (a) 317. (b) 318. (d) 319. (c) 320. (c)
321. (b) 322. (b) 323. (b) 324. (b) 325. (c) 326. (a)

mRrjekyk
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MS EXCEL
	� M.S. Excel ,d Application Software gSA
	� M.S. Excel, Microsoft Office dk gh ,d Hkkx gSA
	� M.S. Excel ,d Spreadsheet/Worksheet Program gSA
	� bl lkWÝVos;j dk bLrseky Spreadsheet, Worksheet, Tables 
vkSj Chart, cukus osQ fy, fd;k tkrk gSA 

List of Spreadsheet Programs
1. Microsoft Excel	 8. SeaTable
2. Jotforms Tables	 9. Openoffice Calc
3. Apple Numbers	 10. Libre Office
4. Google Sheets	 11. Zoho Sheet
5. Ether Calc	 12. Lotus 1, 2, 3
6. Smart Sheet	 13. Quip
7. Stackby

MS EXCEL osQ ç;ksx

Accounting and 

budgeting
Collection and verification of business data

Adm
inistrative 

and 

m
anagerial 

duties

Forecasting

Automating 
repetitive 

tasks

Uses of MS Excel

Data entry 
and storage

Performing 
calculations

Data 
analysis and 

interpretation

Reporti
ng 

and 

visu
aliz

atio
ns

Calandars 
and 

schedules

	 1.	 Database rS;kj djus esa
	 2.	 Data O;ofLFkr djus esa 
	 3.	 Data Store djus esa 
	 4.	 Data Analysis djus esa
	 5.	 Data Entry djus esa
	 6. 	Calculation djus esa
	 7.	 MsVk dk xzkiQ rS;kj djus esa
Version of MS Excel

	� Microsoft Excel Version 1 – 1985
	� Microsoft Excel Version 11 – 2003
	� Microsoft Excel Version 12 – 2007 (Extension Name 
Change, No. Of Column & Rows Changed)

	� Microsoft Excel Version 14 – 2010 (Sparkline Graphics, 
Pivot Table Slicers, and a 64bit Version)

	� Microsoft Excel Version 15 – 2013
	� Microsoft Excel Version 16 – 2016
	� Microsoft Excel Version 17 – 2019
	� Microsoft Excel Version 18 – 2021
	� Microsoft Excel Version 19 – 2024
	� Extension Name of M.S. Excel 2003 → .xls 
	� Extension Name of M.S. Excel 365, 2007, 2010, 2013, 
2016, 2019, 2021, 2024  → .xlsx
Note: MS Office 365, 28 twu 2011 esa Launch gqvkA

M.S. Excel dks çkjEHk djuk

	 1.	 By Run Command → Window + R = Excel → Enter 
Key

	 2.	 Start Button → All Programs → Microsoft Office → 
Excel

	 3.	 Task Bar → Excel
	� Workbook ,d ,Dlsy iQkby gksrh gS ftlosQ vanj dbZ ooZQ'khV 
gksrh gSa] ftuesa MsVk LVksj fd;k tkrk gSA

5 ekbozQkslkWÝV ,Dlsy
Microsoft Excel
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	� Gridline dk ç;ksx Row & Columns dh lgk;rk ls lsYl dks 
vyx djus osQ fy, fd;k tkrk gSA

	� M.S. Excel esa vxj iQkby dks fdlh Hkh uke 
ls lso ugha djrs gS rks By default Book 1 
osQ uke ls Save gksrh gSA

Cell
	� M.S. Excel Worksheet iafÙkQ vkSj LraHk esa cuh gksrh gSA iafÙkQ vkSj 
LraHk dk foHkktu lsy dgykrk gSA iafÙkQ;ksa vkSj LraHkksa dk çfrPNsnu 
,d lsy cukrk gSA LçsM'khV osQ fxzM esa çR;sd O;fÙkQxr ckWDl dks 
lsy dgrs gSaA

	� Row vkSj Column osQ dVku ls cuus okys •kus dks Cell dgk tkrk 
gSA ;g ,Dlsy dh lcls NksVh ;k ewy bdkbZ gSA

	� MS Excel dk Basic Building Block – Cell dgykrk gSA
	� MS Excel 2007 ls vc rd vkdkj vkSj iQkWUV 11 vkSj Font 
Calibri gSA
Cell Pointer: ,Dlsy esa dlZj dks lsy ikWbaVj dgrs gSa D;ksafd 
;g ges'kk ,d lsy dks bafxr djrk gSA
Active Cell: ,d LçsM'khV esa orZeku esa p;fur lsy dks ,fDVo 
lsy dgrs gSa bl lsy osQ pkjksa vksj ,d cksYM vkmVykbu osQ }kjk 
igpkuk tkrk gSA

	� ,fDVo lsy esa ekStwn daVsaV iQkWeZwyk ckj esa fn•kbZ 
nsrk gSA

	� ,e,l ,Dlsy esa By default A1 lsy ,fDVo 
lsy osQ :i esa çnf'kZr gksrh gSA
Name Box: çR;sd lsy dk viuk ,d lsy ,Mªsl gksrk gS tks gesa 
use ckWDl esa 'kks gksrk gSA use ckWDl dh lgk;rk ls ge 
LçsM'khV dh fdlh Hkh lsy ij Mk;jsDV lsy ,Mªsl dks 
Vkbi djosQ tk ldrs gSaA

Name Box esa By default A1 lsy ,Mªsl fiQy 
gksrk gSA

Cell Address: fdlh lsy ,Mªsl dks fy•rs le; 
igys dkWye vkSj fiQj jks dks fy•rs gS – A1
Active Cell dk Cell Address use ckWDl esa 'kks gksrk gSA
Cell Range: ,d ;k ,d ls T;knk Cells osQ lewg dks Cell 
Range dgrs gSaA

	� Cell Range dks vuqikr (:) ls 'kks djrs gSaA
	� tc ge ,e,l ,Dlsy esa jsat flysDV djrs gSa rks tks lsy igys 
flysDV dh gS mldk uke use ckWDl esa 'kks gksrk gSA

Ex- �;fn ,e,l ,Dlsy esa B5 : D12 jsat dks flysDV djrs gSa rks 
use ckWDl esa B5 lsy ,Mªsl 'kks gksxkA

Ex- �;fn ,e,l ,Dlsy esa E10 : Z10 jsat dks flysDV djrs gSa rks 
use ckWDl esa E10 lsy ,Mªsl 'kks gksxkA

Total Number of Cell = Column × Row
VksVy uEcj vkWiQ lsy bu flysDVsM jsat fudkyus osQ fy, dkWye o 
jks dh la[;k dh xq.kk djrs gSaA
A1 : A10 = 10 ⇒ [(10 – 1) + 1] × 1 = 10 × 1 = 10
A1 : C5 = 15 ⇒ [(5 – 1) + 1] × 3 = 5 × 3 = 15

A8 : E8 = 5 ⇒ [(8 – 8) + 1] × 5 = 1 × 5 = 5
tgk¡] A→1, B→2, C→3 ...........

ROW & COLUMN

Row (iafÙkQ)% ,e,l ,Dlsy esa jks Horizontal gksrh gSa o bUgsa 
1, 2, 3, 4, 5, 6, 7…… osQ :i esa fy•k tkrk gSA
Column (LrEHk)%  ,e,l ,Dlsy esa dkWye Vertical gksrs gSa 
o bUgsa A, B, C, D, …… AA, ……… osQ :i esa fy•k tkrk gSA
mnkgj.k& ik¡poha jks dk 7 osa LrEHk dk lsy ,Mªsl G5 gksxkA
20 oha iafÙkQ osQ 10 osa LrEHk dk lsy ,Mªsl J20 gksxkA
Row & Column in MS Excel 2003
Row: 65536
Column: 256 (IV)
Row & Column in MS Excel 365, 2007, 2010, 2013, 
2016, 2019, 2021
Row: 1048576 
Column: 16384 (XFD)
For Go to First Column = A = Ctrl + ←
For Go to Last Column = XFD = Ctrl + →
For Go to First Row = 1 = Ctrl + ↑
For Go to Last Row = 1048576 = Ctrl + ↓
First Row – 1
Last Row – 1048576
First Column – A
Last Column – XFD

	 1.	 Excel esa uEcj fy•s rks Right 
Alignment vkrk gSA

	 2.	 Excel esa Text fy•s rks Left Alignment ls fy•uk Start gksrk 
gSA

Select Cell
	� Shift Button nckdj fdlh vkSj lsy ij fDyd djsaxs rks jsat 
flysDV gksxh mlosQ chp esa ftrus lsy vk;saxs oks lHkh dkmaV gksaxsA @
yxkrkj lsy dks flysDV dj ldrs gSaA

	� ck,a ls nk,a vFkok 'kh"kZ ls ry ;k nksuksa osQ Øfed lsyksa osQ laxzg.k 
dks lsy jsat dgk tkrk gSA

	� yxkrkj lsy dks flysDV djus osQ fy,  Shift Button nck, j[kuk 
gksxkA

	� Ctrl Button nckdj ge fHkUu&fHkUu / vyx&vyx lsy dks flysDV 
dj ldrs gSaA

	� Shift + Right Arrow (→) = ,fDVo lsy ls nkb± vksj dh ,d lsy 
dks flysDV djus osQ fy,

	� Ctrl + Shift + Right Arrow (→) = orZeku lsy ls nkb± vksj dh 
lHkh lsy (Row) dks flysDV djus osQ fy,
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	� Shift + Left Arrow (←) = ,fDVo lsy ls ckb± vksj dh ,d lsy 
(Row) dks flysDV djus osQ fy,

	� Ctrl + Shift + Left Arrow (←) = orZeku lsy ls ckb± vksj dh 
lHkh lsy dks flysDV djus osQ fy,

	� Shift + Up Arrow (↑) = ,fDVo lsy ls Åij dh vksj dh lsy 
dks flysDV djus osQ fy,

	� Ctrl + Shift + Up Arrow (↑) = orZeku lsy ls Åij dh vksj dh 
lHkh lsy (Column) dks flysDV djus osQ fy,

	� Shift + Down Arrow (↓) = ,fDVo lsy ls uhps dh vksj dh lsy 
dks flysDV djus osQ fy,

	� Ctrl + Shift + Down Arrow (↓) = orZeku lsy ls uhps dh vksj 
dh lHkh lsy (Column) dks flysDV djus osQ fy,

	� Ctrl + D = bldh lgk;rk ls ge ,fDVo lsy osQ Bhd Åij okyh 
lsy osQ MsVk dks ,fDVo lsy esa yk ldrs gSa

	� Ctrl + R = jkbZV lkbM esa flysDV fd, x, ,fDVo lsy dks Hkjus 
osQ fy,@ ,fDVo lsy osQ ckb± vksj okyh lsy osQ MsVk dks ,fDVo lsy 
esa Hkjus osQ fy, 

	� Ctrl + Spacebar = iwjs Column dks 
flysDV djus osQ fy, 

	� Shift + Spacebar = iwjh Row dks 
flysDV djus osQ fy,

	� Ctrl + Shift + Spacebar = ,Dlsy 
esa iwjh ooZQ'khV flysDV djus osQ fy,

	� TAB = nkb± vksj dh lsy ij tkus osQ 
fy, ;k vxyh lsy ij tkus osQ fy,

	� Shift + Tab = ckb± vksj dh lsy ;k fiNyh lsy ij tkus osQ fy,

	� ENTER = uhps dh lsy ij tkus osQ fy,

	� Shift + Enter = Åij dh lsy ij tkus osQ fy,

Home
gkse cVu nckus ls ekStwnk jks dh 'kq#vkr esa igq¡p tkrs gSaA ;kuh dh 
jks dh la[;k ogh jgsxh vkSj dkWye ges'kk A gks tk;sxkA

mnkgj.k – ;fn orZeku esa D9 lsy flysDV gS vkSj gkse cVu nck;k 
tkrk gS rks A9 lsy ij igq¡p tk;saxsA

;fn orZeku esa G24 lsy flysDV gS vkSj gkse cVu nck;k tkrk gS rks 
A24 lsy ij igq¡p tk;saxsA

;fn orZeku esa XY4569 lsy flysDV gS vkSj gkse cVu nck;k tkrk 
gS rks A4569 lsy ij igq¡p tk;saxsA
Ctrl + Home – oaQVªksy osQ lkFk gkse cVu nckus ls A1 lsy ij 
;kuh fd ooZQcqd dh igyh lsy ij igq¡p tkrs gSaA

mnkgj.k – ;fn orZeku esa FG148 lsy flysDV gS vkSj Ctrl + 
Home cVu nck;k tkrk gS rks A1 lsy ij igq¡p tk;saxsA

Formula Bar
	� LçsM'khV dh ,fDVo 
lsy esa tks Hkh VsDLV 
;k iQkWeZwyk ,aVj djrs 

gSa oks lc iQkWeZwyk ckj esa çnf'kZr gksrk gSA ,fDVo lsy esa ekStwn MsVk 
iQkWeZwyk ckj esa 'kks gksrk gSA bldk ç;ksx lsy daVsaV dks ,fMV djus 
esa Hkh gksrk gSA

,Dlsy esa] iQkWeZwyk ckj osQ ckb± vksj iznf'kZr × dk fpUg oSaQfly dks 
n'kkZrk gSA

,Dlsy esa iQkWeZwyk ckj osQ ckb± vksj çnf'kZr √ dk fpÉ (,aVj) dks 
n'kkZrk gSA

Edit a Cell
	� ,e,l&,Dlsy esa fdlh ,fDVo lsy osQ daVsaV dks ge rhu çdkj ls 
,fMV dj ldrs gSaA lsy ij Mcy fDyd djosQA

	� F2 cVu nckdj lsy dks ,fMV eksM esa dUoVZ fd;k tk ldrk gSA
	� iQkWeZwyk ckj ij fDyd djosQ fdlh lsy dks ,fMV fd;k tk ldrk gSA
	� F2 – ,fDVo lsy dks ifjofrZr djuk vkSj u, MkVk dks var esa tksM+uk@
ekbØkslkWÝV ,Dlsy esa fdlh VsDLV vFkok iQkWeZwys dks ,fMV djus osQ fy,A

	� tc ,d ls vf/d lsy dks ,d ckj esa dkWih djuk gks rks mlosQ fy, 
dh&cksMZ ij oaQVªksy (Key) dh dks gksYM djrs gq, ekml osQ lkFk 
lsy ckWMZj dks MªSx djrs gSaA

Drag & Drop
	� ,Dlsy fodYi esa MªSx ,aM MªkWi] ftls ¶fiQy gSaMy¸ osQ :i esa Hkh 
tkuk tkrk gS] Iyl (+) vkbdu gS tks ekml ;k dlZj dks p;fur 
lsy osQ nkb± vksj uhps ys tkus ij fn•kbZ nsrk gSA bl Iyl vkbdu 
dk mi;ksx djosQ] ge lfØ; lsy iQkWeZsfVax] Ük`a•yk] ;k fdlh Hkh iSVuZ 
dks ck,¡] nk,¡] Åij ;k uhps •hap ldrs gSaA

	� lsy jsat dks flysDV djosQ ge Ctrl + D cVu nck;saxs rks igyh 
lsy tks flysDV dh gS] dk iQkWeZsV o MsVk lc ckfd lsy esa dkWih 
gks tk;sxkA

Example – Cell B2 dks flysDV djosQ Rojgar With 
Ankit fy•dj f'kÝV cVu nckdj lsy D6 ij fDyd djrs gSa o 
Ctrl + D cVu nckus ls B2 ls D6 osQ eè; jsat esa vkus okyh 
lHkh lsy esa Rojgar With Ankit vius vki fy• tk;sxk@dkWih 
gks tk;sxkA

Auto Fill – ,d Cell esa tkudkjh ntZ djus osQ ckn leku MsVk dks 
Autofill djus osQ fy, Active Cell osQ fupys nk,a dksus esa NksVk 
oxZ •hap (Drag djosQ) ldrs gSaA
Note – ;fn ,d gh uEcj dks vkWVksfiQy djus osQ fy, de ls de 
,d Cell esa MsVk fiQy djuk gksxkA ;fn c<+rh gqbZ fxurh dks 
vkWVksfiQy djuk gS rks nks lsy esa MsVk fiQy djuk gksxkA
Example 1– ;fn A1 Cell esa 1 Type fd;k 
vkSj mls MªSx fd;k rks ftl lsy rd geus MªSx fd;k 
gS mu lHkh esa 1 Autofill gks tk;sxkA
Example 2 – ;fn A1 Cell esa 1 Type fd;k 
vkSj A2 Cell esa 2 Type fd;k fiQj mls MªSx fd;k 
rks ftl lsy rd geus MªSx fd;k gS mu lHkh esa vius vki 2 ls vkxs 
dh fxurh vk tk;saxhA
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tSls fd A3 esa 3, A4 esa 4
Note – tuojh] iQjojh ;k Sunday, Monday dks 
vkWVksfiQy djus osQ fy, fliZQ ,d lsy esa fy•uk gksrk 
gS mlosQ ckn uhps dh vksj MªSx djus ij vkxs dk ekg 
;k fnu vius vki vkWVksfiQy gks tkrk gSA
Example – Cell A1 esa January fy•dj uhps dh vksj MªSx 
djus ij vkxs dh lsy esa iQjojh] ekpZ] 
vçSy vkfn fiQy gksrs pys tk;saxsA

tc ,d ls vf/d lsy esa fdlh lsy 
dks ,d ckj esa dkWih djuk gks rks mlosQ 
fy, dh&cksMZ ij oaQVªksy dh dks gksYM djrs gq, ekml osQ lkFk lsy 
ckWMZj dks MªSx djrs gSaA

Workbook
ooZQcqd ,d ;k ,d ls vf/d ooZQ'khV@LçsM'khV dk laxzg gksrh gSA

Worksheet/Spreadsheet
,d ooZQ'khV dkWye vkSj iafÙkQ;ksa osQ fxzM ls feydj curh gS ftlesa 
vki viuk MsVk ,aVj djrs gSaA çR;sd ooZQ'khV esa cgqr vf/d la[;k 
esa lsy ekStwn gksrh gSaA ooZQ'khV dks LçsM'khV Hkh dgk tkrk gSA

Worksheet
,e,l ,Dlsy osQ iqjkus otZu tSls& 2003, 2007, 2010, 2013 rd 
,Dlsy dh çR;sd ooZQcqd esa by default 3 ooZQ'khV ekStwn gksrh gSaA
,e,l ,Dlsy osQ u, otZu tSls 2016, 2019, 2021, 365 esa ,Dlsy 
dh çR;sd ooZQcqd esa by default 1 ooZQ'khV ekStwn gksrh gSaA

	� ,e,l ,Dlsy ooZQcqd esa U;wure ooZQ'khV@LçsM'khV – 1
	� ,e,l ,Dlsy ooZQcqd esa vf/dre ooZQ'khV@LçsM'khV & eseksjh ij 
fuHkZj dksbZ lhek ughaA

	� ,e,l ,Dlsy esa fdlh ooZQ'khV dk uke vf/dre 31 o.kks± dk gks 
ldrk gSA

	� ,e,l ,Dlsy esa ooZQ'khV dk uke by default – Sheet1, 
Sheet2, Sheet3 osQ :i esa gksrk gSA

	� ,e,l ,Dlsy dh ooZQ'khV dk uke o dyj o LFkku cnyk tk ldrk 
gS o U;w ooZQ'khV dks ,M ;k fdlh ooZQ'khV dks fMyhV vkSj ,d LFkku 
ls nwljs LFkku ij ewo Hkh fd;k tk ldrk gSA

	� ,d ooZQ'khV ls nkb± vksj dh ooZQ'khV ij tkus osQ fy, = 
Ctrl + Page Down

	� ,d ooZQ'khV ls ckb± vksj dh ooZQ'khV ij 
tkus osQ fy, = Ctrl + Page Up

	� fdlh lsy ij Right Click djus ij fuEu Menu fn[kkbZ nsxhA

Insert	 Delete
Rename	 Move or Copy
Protect Sheet	 Tab Color 
Hide / Unhide Sheet	 Select All Sheets

	� blosQ fy, ge ooZQ'khV dks 
ooZQ'khV VSc ls ftl ooZQ'khV 
dks ewo djuk gS ij ykWUx fDyd 
djosQ MªSx dj ldrs gSaA

	� ;fn lsy J10 esa =E5 + 29 fy•k tkrk gS fiQj lsy J10 dks dkWih 
djosQ P16 esa isLV fd;k tkrk gS rks P16 lsy ij fDyd djus ls 
iQkWeZwyk ckj esa K11+29 fn•kbZ nsxkA

	� ;fn lsy I16 esa = E7 + L8 fy•k tkrk gS fiQj lsy I16 dks dkWih 
djosQ Q13 esa isLV fd;k tkrk gS rks Q13 lsy ij fDyd djus ls 
iQkWeZwyk ckj esa M4+T5 fn•kbZ nsxkA

Ribbon / Menu Bar List in Excel

MS Excel – File, Home, Insert, Layout, Formulas, 
Data, Review, View, Help.

	¡ Alt + F = File
	¡ Alt + H = Home
	¡ Alt + N = Insert
	¡ Alt + P = Layout 
	¡ Alt + M = Formulas (In Excel)
	¡ Alt + A = Data (In Excel)
	¡ Alt + R = Review
	¡ Alt + W = View Menu
	¡ Ctrl + F1 = Show/Hide Ribbon Bar

Home – bldh lgk;rk ls ge ,d Blank Workbook ;k vU; 
VsEiysV ys ldrs gSa o fjlsaVyh vksiu iQkby 'kks gksrh gSA

New – u;h ooZQcqd@iQkby ysus osQ fy,A

Open – lso fd;s gq, dke ;k lso dh gqbZ iQkby dks •ksyus osQ 
fy,A

Info – viuh iQkby dh bUiQkseZs'ku ysus osQ fy,A

Save – vius fd;s gq, dke@cukbZ x;h iQkby dks lqjf{kr (Save) 
djus osQ fy,A

Save As – ,d gh iQkby dks vyx@u, uke ls lso djus osQ 
fy,@,d iQkby dks nwljs LFkku ij lqjf{kr (Save) djus osQ fy,A

Print – fd;s gq, dke dk fçaV nsus osQ fy,A

Print Preview – fçaV fudkyus ls igys vius dk;Z dks ns•us 
osQ fy, fd fçaV oSQlk fudysxkA
Print Preview Shortcut Key – Ctrl + F2, Ctrl + Alt + I
Share – iQkby dks 'ks;j djus osQ fy,A

Export – iQkby izdkj cnyus osQ fy,A iQkby dks Pdf esa cnyus 
osQ fy,A XPS document
Close – iQkby dks can djus osQ fy,A
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Print – tc ge fizaV Option ij Click djrs gS rks fuEu esU;w 
fn[kkbZ nsxhA

	¡ Copies
	¡ Printer
	¡ Printer on Both Side
	¡ Collated
	¡ Portrait Orientation
	¡ Paper Size
	¡ Margin
	¡ No Scale

Print Active Sheets – orZeku esa flysDV ooZQ'khV dks fçaV 
djus osQ fy,A

Print Entire Workbook – ooZQcqd esa ftruh Hkh ooZQ'khV gS 
lcdks fçaV djus osQ fy,A

Print Selection – fdlh ooZQ'khV esa fliZQ flysDV fd;s gq, 
iks'kZu dks fçaV djus osQ fy,A
No Scaling – 'khVksa dks muosQ okLrfod vkdkj esa fçaV djsaA

�

Fit Sheet on One Page – fçaVvkmV dks fldksM+sa rkfd og ,d 
i`"B ij fiQV gks tk,A

Fit All Column on One Page – fçaVvkmV dks fldksM+sa rkfd 
og ,d ist pkSM+k gks tk,A

Fit All Rows on One Page – fçaVvkmV dks fldksM+sa rkfd og 
,d ist Åapk gks tk,A

tc ,e-,l- ,Dlsy dks vksiu fd;k tkrk gS rks fMiQkWYV :i ls 
Home Menu vksiu gksrk gSA

Orientation: M.S. Excel esa 2 çdkj osQ vksfj,aVs'ku gksrs gSaA

1. Portrait 	 2. Landscape 

M.S. Excel esa fMiQkWYV :i ls vksfj,aVs'ku dk :i – Portrait
Zoom	 Minimum	 Default	 Maximum
Zoom In M.S. Excel – 10%	 100%	 400%

	� For Zoom In – Ctrl + Scrollwheel (Scroll button in 
mouse) Up

	� For Zoom Out – Ctrl + Scrollwheel (Scroll button in 
mouse) Down

	� Zoom vkWI'ku O;w esU;w esa o LVsVl ckj esa uhps dh rjiQ nkb± vksj 
ekStwn gksrk gSA

Extension Name
	� Excel Workbook 2003 = .xls
	� Excel Workbook 2007, 2010, 2013, 2016, 2019, 2021, 
365 = .xlsx

	� Excel Macro-Enabled Workbook (Code) = .xlsm
	� Excel Template = .xltx
	� Excel Template (Code) = .xltx

Default Font & Size
	� Microsoft Excel 2003 = Arial 10 Pt.
	� Microsoft Excel 2007, 2010, 2013, 2016, 2019, 2021, 
365 = Calibri 11 Pt.

	� Manually Minimum Size = 1 pt.
	� Manually Maximum Size = 409 pt.
	� Font Size in MS Excel Drop Down List = Minimum 8 – 
Maximum 72

Quick Access Toolbar
,e,l&,Dlsy esa fDod ,Dlsl Vwyckj esa 
fMiQkWYV :i ls lso] vuMw] jhMw cVu gksrs 
gSaA

ge fDod ,Dlsl Vwyckj ij vkSj Hkh cVu yxk ldrs gSaA

Home Menu in Excel

Clipboard 		  Styles
Font		  Cells
Alignment		  Editing

		  Number
Clipboard Group Command in Excel
Cut		  Copy
Paste		  Format Painter
Font Group Command in Excel
Font		  Font Size
Increase Font Size	Decrease Font Size
Bold		  Italic
Underline		  Strikethrough
Default Font & Size
Bold in Excel	 Ctrl + B @ Ctrl + 2 
Italic in Excel	 Ctrl + I @ Ctrl + 3
Underline in Excel	Ctrl + U @ Ctrl + 4
For Double Underline – Home Menu -> Font Group 
Command -> Underline
Strikethrough in Excel = Ctrl + 5
Open Font Setting Dialogue Box in Word = Ctrl + D
Open Font Setting Dialogue Box in Excel= Ctrl + Shift + F

Font
Font Style – Regular, Bold, Italic, Bold Italic
Size– Underline, Color, Strikethrough Superscript, 
Subscript
Home Menu -> Font Group -> Border, Fill Color to 
Cell, Font Color
Fill Color – Cell dks vyx fn•kus osQ fy, mudh i`"BHkwfe esa 
jax HkjsaA
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Font Color – vius VsDLV dk jax cnysaA

Border – Cell osQ pkjksa rjiQ ckWMZj nsus osQ fy,A
Bottom Border, Top Border, Left Border
Right Border, No Border, All Borders
Outside Borders, Thick Outside Borders
Note: MS Excel esa Middle Border ugha gksrk gSA

Alignment
Alignment Group Command Located in – Home Menu
Alignment                   Wrap Text
Orientation                 Merge & Center
Decrease Indent         Increase Indent
Alignment – Home Menu -> Alignment Group 
Command -> Alignment 
MS Excel esa Total 6 Alignment gksrs gSaA
3 Vertical Alignment 

		  (i)	 Top	 (ii) Middle	 (iii) Bottom
3 Horizontal Alignment 

		  (i)	 Left		  (ii) Center	 (iii) Right
Text Orientation

Home Menu -> Alignment Group 
Command -> Text Orientation
vius VsDLV dks frjNs ;k yacor ?kqek,¡A ;g 
fdlh ladh.kZ dkWye dks yscy djus dk ,d 
'kkunkj rjhdk gS

Indent
Increase/Add Indent – viuh lkexzh dks lsy ckWMZj ls vkSj 
nwj ys tk,aA

Decrease/Remove Indent – viuh lkexzh dks lsy ckWMZj 
osQ djhc ys tk,aA

Wrap Text – tc ,Dlsy esa ge oqQN Vkbi djrs gSa vkSj og ,d 
lsy ls ckgj fudy tkrk gS rks mls mlh lsy esa lsV djus osQ fy, 
Wrap Text dk ç;ksx djrs gSaA@ vfrfjÙkQ yacs VsDLV dks dbZ iafÙkQ;ksa 
esa yisVsa rkfd vki bls iwjk ns• losQaA

Wrap Text dk vkWI'ku esU;w ckj osQ gkse VSc osQ Alignment 
Ribbon esa vkrk gSA Wrap Text – Alt + Enter
Merge & Center– etZ ,oa lsUVj dk ç;ksx djosQ nks ;k nks ls 
vf/d pqus gq, lsYl dks dEckbu dj ,d flaxy lsy fØ,V djrs 
gSa vkSj lsy etZ gksus osQ ckn Split Cell dh enn ls ,d lsy dks 
,d ;k ,d ls vf/d Hkkxksa esa ckaVk Hkh tk ldrk gSA

Merge & Centre dk vkWI'ku esU;w ckj osQ gkse VSc osQ Alignment 
Ribbon esa vkrk gSA

	� p;fur lsy dh lkexzh dks ,d u, cM+s lsy esa la;ksftr vkSj osQfUær 
djsaA

	� ;g ,d yscy cukus dk ,d 'kkunkj rjhdk gS tks dbZ dkWyeksa rd 
iSQyk gqvk gSA

	� ;fn nks ckWDl dks etZ fd;k tkrk gS rks osQoy igys okys dk MkVk 
cpsxkA

	� Merge & Center, Merge Across, Merge Cells, Unmerge 
Cells

Numbers
Home -> Alignment Group Command -> Numbers lsy 
dk iQkWesZV Percentage, Date or Time pquus osQ fy,

	( Increase Decimal 	( Time
	( Decrease Decimal 	( Percentage
	( By Default General 	( Fraction
	( General (No Specific 

Format)
	( Scientific

	( Number 	( Text
	( Currency 	( Accounting
	( Short Date 	( Long Date

dksbZ ,slk esU;w ftl ij fDyd djosQ ,d yach fyLV vk tkrh gS mls 
MªkWi Mkmu esU;w ;k iqy Mkmu esU;w dgrs gSaA

Styles – bldk ç;ksx djosQ lsy dks Vscy osQ iQkWeZsV esa cnyk tk 
ldrk gSA blosQ fy, vyx&vyx fMtkbZu o LVkby nh jgrh gSA

Conditional Formatting – bldk mi;ksx vkidh dafM'ku 
('krks±) osQ vk/kj ij fdlh Range esa Cells dh Formatting dks 
cnyus osQ fy, fd;k tkrk gS ;g Condition uacj oSY;w ;k fdlh 
VsDLV ij vk/kfjr fu;e gks ldrk gSA Cells dh Formatting dks 
cnyus ls fdlh Hkh MkVk dks Analysis djus osQ fy, Cells dks 
Highlight fd;k tk ldrk gSA

Cells Group Command
Format as Table – lsyksa dh Js.kh dks viuh 'kSyh osQ lkFk 
'kh?kzrk ls rkfydk esa ifjofrZr djsa

Home Menu -> Cells Ribbon esa 3 vkWI'ku gksrs gSa
Insert	 Delete    Format
Insert – bldk ç;ksx djosQ Workbook ubZ lsy] jks] dkWye] ;k 
'khV dks bUlVZ fd;k tkrk gSA
For Insert a Cell/Row/Column/Sheet = Ctrl + Shift + + 
Delete – bldk ç;ksx djosQ lsy] jks] dkWye] ;k 'khV dks Delete 
fd;k tkrk gSA

Ctrl + (– minus) – Cell/Row/Column/Sheet dks fMyhV 
djus osQ fy,A

Format – iafÙkQ dh Å¡pkbZ ;k LraHk dh pkSM+kbZ cnysa] 'khV O;ofLFkr 
djsa] ;k lsyksa dks lqjf{kr j•sa ;k fNik,¡A
Cell Size
Row Height: Autofit Row Height bldh lgk;rk ls jks dh 
gkbV Lor% gh fiQV gks tkrh gSA 
Column Width: Autofit Column Width bldh lgk;rk ls 
dkWye dh Width Lor% gh fiQV gks tkrh gSA

Row Height
	¡ Row Height must be between 0 and 409.
	¡ Row Height = 409 points
	¡ By Default Row Height in MS Excel 
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	¡ 365, 2007, 2010, 2016, 2019, 2021, 2024
	¡ 15 Points 

Column Width
	¡ Column Width Must be Between 0 and 255 Characters.
	¡ Column Width = 255 Characters.
	¡ By Default Column Width in MS Excel 
	¡ 365, 2007, 2010, 2016, 2019, 2021, 2024

Hide & Unhide
	¡ Home-> Cells -> Visibility -> Hide&Unhide
	¡ Hide Rows → Ctrl + 9
	¡ Unhide Rows → Ctrl + Shift + 9
	¡ Hide Columns → Ctrl + 0
	¡ Unhide Columns → Ctrl + Shift + 0
	¡ Hide Sheet 
	¡ Unhide Sheet

Organize Sheets
	¡ Home -> Cells -> Organize Sheets -> Rename Sheets
	¡ Rename Sheets – To Rename a Worksheet 
	¡ Move or Copy Sheet – ooZQ'khV dh iksth'ku ;k dkWih djus 
osQ fy,A

Protection
	¡ Home –> Cells –> Protection –> Protect Sheet
	¡ bldh lgk;rk ls ooZQ'khV ;k lsy ij Lock yxk ldrs gSa
	¡ Ctrl+1 = Format Cell Dialog Box

Editing Group Command in Excel  
	¡ Home -> Editing Group Command
	¡ Auto Sum – Alt + =
	¡ Clear
	¡ Sort & Filter
	¡ Fill
	¡ Find & Select
	¡ Go to 
	¡ Replace

AutoSum – bls Lopkfyr :i ls tksM+sa vkidk oqQy p;fur d{kksa 
osQ ckn fn•kbZ nsxkA

vkWVksle lqfo/k,¡ gesa DyLVj osQ fudVorhZ d{kksa dh lkexzh 
(la[;kRed eku) tksM+us esa enn djrh gSaA
AutoSum Shortcut – Alt + =
;fn ge lsy jsat A1 ls A5 rd dks flysDV djosQ AutoSum ij 
fDyd djrs gSa rks bldk fjtYV ykLV flysDVsM vxyh lsy osQ Bhd 
uhps okyh lsy ;kuh fd A6 esa 'kks gksxkA
;fn ge lsy jsat D6 ls D20 rd flysDV djosQ vkWVksle ij fDyd 
djrs gSa rks bldk fjtYV D21 lsy esa 'kks gksxkA
Fill – fdlh Hkh fn'kk esa iM+kslh lsyksa esa ,d J`a•yk ;k iSVuZ tkjh 
j•saA

Clear – lsy esa lc oqQN gVk nsa ;k osQoy iQkWeZsfVax lkexzh] 
fVIif.k;k¡ ;k gkbijfyad gVk nsaA

	¡ Clear All
	¡ Clear Formats
	¡ Clear Contents
	¡ Clear Comments
	¡ Clear Hyperlink, Remove Hyperlink

Find & Select – Home -> Editing -> Find & 
Select	 Find
Replace 	 Go To
Go To Special	 Formulas
Comments

Sort & Filter
	� viuk MsVk O;ofLFkr djsa rkfd fo'ys"k.k djuk vklku gksA
	� fiQYVfjax ooZQ'khV osQ dkWye esa ekStwn osQoy mu MsVk dks fn•krk gS] 
tks fdlh ekunaM dks iwjk djrs gSaA fiQYVj dk mi;ksx dkWye esa oqQN 
MsVk dks vLFkk;h :i ls fNikdj fliZQ mu MsVk dks fn•kus osQ fy, 
djrs gSa ftls ge ns•uk pkgrs gSaA

	� vki ftl dkWye dks fiQYVj djuk pkgrs gSa mlosQ gsMj dks flysDV 
djsaaA

	� mu ckWDl dk p;u djsa ftUgsa vki ns•uk pkgrs gSa & Ok ij fDyd djsaA
	� ,d ckj esa ,d ls vf/d dkWye ij fiQYVj vIykbZ fd;k tk ldrk 
gSA

	� Apply Filter Shortcut Key – Ctrl + Shift + L
	� 'kkWVZ vkWijs'ku dk mi;ksx MsVk dks ,d fo'ks"k Øe esa O;ofLFkr djus 
osQ fy, fd;k tkrk gSA
Filter –Vscy iQhpj osQ ekè;e ls cuk, x, Vscy }kjk ;wtj fofHkUu 
ekuksa ls dkWye dks fiQYVj dj ldrs gSaA

Insert Menu in MS Excel
Tables		  Illustrations
Filters		  Add&Ins
Links		  Charts
Text		  Tours
Symbols

Tables Group Command in Excel
Insert Menu -> Tables Group Command -> Pivot Table
Pivot Tables – ikboksV Vscy] lewghÑr oSY;w okyk ,slk Vscy gS 
tks ,d ;k vf/d vlrr Jsf.k;ksa osQ Hkhrj fdlh vfr foLr`r Vscy 
osQ vyx&vyx vkbVeksa dk lap; djrk gSA
Recommended PivotTables
Table
Pivot Table Shortcut = Alt + N + V

Illustrations Group Command in Excel
Insert Menu -> Illustrations

Pictures		  Shapes
Icons		  3D Models
SmartArt		  Screenshot
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Charts Group Command
	¡ Insert Menu -> Add-ins Group Command
	¡ Recommended Charts
	¡ Column or Bar Chart
	¡ Line or Area Chart
	¡ Pie Chart or Doughnut Chart
	¡ Hierarchy Chart
	¡ Statistic Chart
	¡ Scatter or Bubble Chart
	¡ Maps PivotChart
	¡ Waterfall, Funnel, Stock, Surface, Radar Chart
	¡ Combo Chart

Insert Column or Bar Chart
	¡ Line or Area Chart
	¡ Pie Chart or Doughnut Chart
	¡ Hierarchy Chart
	¡ Statistic Chart
	¡ Scatter or Bubble Chart
	¡ Waterfall, Funnel, Stock, Surface, Radar Chart
	¡ Combo Chart

Insert Menu in MS-Excel
Maps		  Links
Pivot Chart	 Text
Tours		  Symbols
Sparklines		 Filters

Page Layout Menu in MS-Excel
Themes		  Page Setup
Scale to fit		  Sheet Options
Arrange

Page Setup Group Command in Page Layout
Margins – By Default Normal
Orientation – By Default Portrait
Size – By Default Letter
Breaks – Insert Page Break or Remove Page Break
Background – To Apply Background in Worksheet, 
Worksheet esa Background yxkus osQ fy,A
Print Area – oqQN lhfer fgLls dks fçaV djus osQ fy,] fçaV ,fj;k 
flysDV djus osQ ckn ooZQ'khV dk ckdh ikVZ fçaV ugha gksxkA

Print Titles – fuf'pr jks ;k dkWye dks VkbVy osQ :i esa gj 
ist ij fçaV djus osQ fy,A

Scale to Fit Group Command in Page Layout

,Dlsy 'khV dks fçaV djus ls lEcaf/r lsfVax dh tkrh gSa o ge vius 
fglkc ls ooZQ'khV dh Height & Width dks lsV dj ldrs gSaA

Sheet Options Group Command in Page Layout
Gridlines:

View Gridlines dks ooZQ'khV ij 'kks djus osQ fy,A
Print Gridlines dks fçaV djus osQ fy,A
Headings: Row & Column dh gsfMax dks 'kks djus osQ fy,A
Row & Column dh gsfMax dks fçaV djus osQ fy,A

Arrange
Page Layout –> Arrange

Data Menu in MS-Excel
	¡ Get & Transform Data
	¡ Queries & Connections
	¡ Sort & Filter
	¡ Data Tools
	¡ Forecast
	¡ Outline

Get & Transform Data
Data Menu -> Get & Transform Data
ckgjh lzksr ls MkVk bEiksVZ djus osQ fy,] blosQ tfj;s vki MS 
Access, Web, Text, Excel File, SQL Database, vkfn ls 
MkVk bEiksVZ dj ldrs gSaA
Queries & Connections – Data Menu -> Get & 
Transform Data Group Command
MsVk osQ dusD'ku dks ns•us osQ fy, o fjizsQ'k djosQ MsVk dks viMsV 
Hkh dj ldrs gSaA
Sort & Filter – Data Menu -> Get & Transform Data 
Group Command 
bldh lgk;rk ls MsVk dks Nk¡Vk tk ldrk gS vki MsVk dks c<+rs@?kVrs 
ozQe esa rFkk Advance Filter }kjk vyx&vyx Categories esa 
Nk¡V ldrs gSaA

Data Tools

Data Menu -> Data Tools -> Remove Duplicates
MqIyhosQV MkVk dks jhewo dj ldrs gSa MkVk dks dkWye esa fMokbM dj 
ldrs gSa] MkVk dks oSfyMsV Hkh dj ldrs gSaA

Outline

Data Menu -> Outline Group Command -> Group / 
Ungroup / Subtotal
Group – xzqi ls ge nks ;k nks ls vf/d jks ;k dkWye dks 
xzqi dj ldrs gSaA

Ungroup – vuxzqi ls ge nks ;k nks ls vf/d jks ;k dkWye 
dks vuxzqi dj ldrs gSaA vksfjtuy MsVk fjLVksj gks tk,xkA

Subtotal – lc VksVy dj ldrs gSa] fdlh tkudkjh dks 
Nqik Hkh ldrs gSaA
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Review Menu in MS-Excel

Proofing	 Comments
Accessibility	 Protect
Insights	 Ink
Language

Workbook Statistics
Review Menu -> Proofing -> Workbook Statistics
;gk¡ ge ns• ldrs gSa geus fdruk dke fd;k gS ykLV jks ;k dkWye 
dkSu lk gS ftles dke fd;k gSA

Smart Lookup
Review Menu -> Insight Group Command -> Smart 
Lookup

;g vkWI'ku Review Tab osQ Insights Ribbon esa feyrk gSA 
bldh enn ls ge vius MkVk ;k VsDLV dks flysDV djosQ tc 
Smart Lookup ij fDyd djsaxs rks mlls fjysfVM tkudkjh iQksVksl 
vius vki lpZ djosQ vk tkrh gSaA

Language
Review Menu -> Language Group Command -> 
Translate

fy•s gq, VsDLV dks fdlh nwljh Hkk"kk esa VªkalysV djus osQ fy, 

Protect
Review Menu -> Protect Group 
Command -> Protect Sheet / Protect 
Workbook -> Allow Edit Ranges
blosQ }kjk ge viuh 'khV ;k ooZQcqd dks Lock dj ldrs gSa ftlls 
dksbZ mlesa oqQN cnyko fcuk vkidh vkKk osQ uk dj losQ ;k fcuk 
ikloMZ osQ cnyko uk dj losQA

View Menu in MS-Excel

Workbook Views
Show
Zoom – 100% (tks lsy flysDV gS ml fgLls dks twe djus osQ 
fy,)A
Window
Macros

Macros Group Command
View Menu -> Macros Group Command -> Macros
Macros Shortcut Key = Alt + F8
;fn fdlh ,d tkudkjh dks ckj&ckj mi;ksx esa ysuk gS rks ml 
tkudkjh dks Macro Record djosQ j[krk gS tks vki ,d ckj 
fy•us osQ ckn ml tkudkjh dks fcuk fy•s dke esa ys ldrs gSaA

Window Group Command 

Freeze Panes
View Menu -> Window Group Command -> Freeze 
Panes
bldh enn ls ge ,d ;k ,d ls vf/d dkWye ;k jks dks 
Freeze dj ldrs gSa ;kfu dh vki ,d lsy osQ MkVk dks 
tc ysÝV jkbV ;k vi Mkmu LØkWy djsaxs rks ftl dkWye 
;k jks dks vki Úht djrs gSa oks vkidks fn•rh jgsxh pkgs 
MkVk dks fdruk Hkh Åij fups b/j&m/j djysaA

Freeze Panes – 'ks"k ooZQ'khV LØkWy djrs le; Row vkSj 
Column dks n`';eku j•saA

Freeze Top Row – 'ks"k ooZQ'khV esa LØkWy djrs le; 'kh"kZ 
Row dks n`';eku j•saA

Freeze First Column – ooZQ'khV osQ ckdh fgLlksa esa LØkWy 
djrs le; igys dkWye dks n`';eku j•saA

Formulas Menu in MS-Excel

	¡ Insert Function
	¡ Function Library
	¡ Defined Names
	¡ Formula Auditing
	¡ Calculation

Insert Function
Function Library Group Command
AutoSum→ SUM, AVERAGE, COUNT NUMBERS, 
MAX, MIN
Financial→ PRICE, RATE, RECEIVED
Logical→ IF, IFERROR, FALSE, TRUE, AND, NOT, 
SWITCH
Text→ (Related to Text) TEXT, FIND, SEARCH, 
REPLACE, LEFT, RIGHT, CLEAN, EXACT, LOWER, 
UPPER, PROPER, LEN, DOLLAR 
Date & Time→ (Related to Date & Time)
DATE, DAY, DAYS, MONTH, MINUTE, SECOND, 
NOW, TIMEVALUE, TODAY
Lookup & Reference→ ROW, COLUMN, MATCH, 
HYPERLINK, HLOOKUP, VLOOKUP, INDEX
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Math & Trigo→ (Related to Maths & Trigo)
EVEN, ODD, ABS, FACT, MOD, POWER, PRODUCT, 
ROUND, ROUNDUP, ROUNDDOWN, SQRT, 
SIN, COS, TAN, COT, QUOTIENT, SUM, SUMIF, 
SUMPRODUCT, SUMSQ, ROMAN, RAND
More Functions→ Statistical, Engineering, Cube, 
Information, Compatibility, Web

FORMULA

	 1.	 SUM – tksM+us osQ fy, 
			   =SUM(number1, number2,…)
		  Ex- =SUM(8984+1016) = 10000
		  Sum Shortcut Key – Alt + =

	 2.	 SUMSQ – (SUMSQUARE) oxks± dk ;ksx ykSVkrk gS-
		  =SUMSQ(number1, number2,…..)
		  Ex- = SUMSQ(5, 6) = 61
		       = SUMSQ(8, 6) = 100

	 3.	 SUMIF – fdlh fn, x, ekunaM }kjk fufnZ"V lsyksa dks tksM+rk gSA

		  = SUMIF(range,criteria,[sum_range])

	 4.	 PRODUCT – xq.kk djus osQ fy,
		  = PRODUCT(number1,number2,….)
		  Ex- =PRODUCT(72,32) = 2304
	 5.	 SUBTRACTION – ?kVkus osQ fy, (dksbZ Special Formula 

ugha gksrk gSA)
		  	 =A2 – A3
		  Ex- =97–36 = 61
	 6.	 DIVISION – Hkkx djus osQ fy,
		  	 =A3/B3
		  Ex- =9005/5 = 1801
	 7.	 MINIMUM – lsy dh jsat esa lcls NksVh oSY;w fudkyus osQ fy,A
		  = MIN(number1, number2, …..)
		  = Min(A1:A10) or =Min(number1:number2)
		  Ex- = Min(21,97, 05, 87, 36, 19) = 05
	 8.	 MAXIMUM – lsy dh jast esa lcls cM+h oSY;w fudkyus osQ fy,
		  =Max(number1,number2…,,)

Or
		  = Max(A1:A10) or =Max(A1,B3,D6)
		  Ex- =Max(58,95,69,47,63,12,36,45) = 95

	 9.	 ROUND – fdlh la[;k dks vadksa dh ,d fufnZ"V la[;k esa 
iw.kk±fdr djrk gSA

			   =ROUND(number,number_digit)
		  Ex- =ROUND(950.4697,2) = 950.47

uksV& vxj oSY;w .50 ;k blls T;knk gks rks dEIyhV 1 gks tk;sxk vkSj 
-50 ls de oSY;w gks rks ckn okyh la[;k gV tk,xhA

	 10.	 ROUNDUP – fdlh la[;k dks 'kwU; ls nwj iw.kk±fdr djrk gSA

			   =ROUNDUP(number,number_digit)
		  Ex- =ROUNDUP(70.38,1) = 70.4

	 11.	 ROUNDDOWN – fdlh la[;k dks 'kwU; dh vksj iw.kk±fdr 
djrk gSA

		 =ROUNDDOWN(numbers,number_digit)
		  Ex- =ROUNDDOWN(70.98,1) = 70.9
	 12.	 EVEN – fo"ke dks le cukus osQ fy, (tks fo"ke la[;k nh gksxh 

mlesa ,d c<+kdj le dj nsrk gS) (ekbul osQ fpUg dk dksbZ çHkko 
ugha iM+sxk)A

		       =EVEN(number)
		  Ex- =EVEN(81) = 82
		       =EVEN(–81) = –82
	 13.	 ODD – le la[;k dks fo"ke cukus osQ fy, (tks le la[;k nh 

gksxh mlesa ,d c<+kdj fo"ke dj nsrk gS)A ¹ekbul osQ fpUg dk 
dksbZ çHkko ugha iM+sxkºA

		       =ODD(number)
		  Ex- =ODD(–21) = –21
		       =ODD(–20) = –21
	 14.	 AVERAGE – ,ojst iQkWeZwyk dk ç;ksx vkSlr fudkyus osQ fy, 

fd;k tkrk gSA
			   =AVERAGE(number1,number2……)
			   =AVERAGE(10,20,30,40,50) = 30
	 15.	 POWER – 
			   =POWER(Number, Power)
		  Ex- =POWER(A1,C2) 
			   =Power (2,15) = 32768 	=Power(2,–2) = 0.25
	 16.	 SQRT – oxZewy fudkyus osQ fy,A
		      =SQRT(number)
		  Ex-  =SQRT(169) = 13
	 17.	 MOD – 'ks"kiQy nsrk gSA
			   =MOD(number,divisor)
		  Ex- =MOD(74,7) = 4

	 18.	 COUNT – fdlh Js.kh esa mu d{kksa dh la[;k dh x.kuk djrk gS 
ftuesa la[;k,¡ gksrh gSaA

		  COUNT Function dk mi;ksx fdlh Cells ;k Range esa 
mifLFkr la[;k dks fxuus osQ fy, fd;k tkrk gSA

		  = COUNT(Value 1, Value 2,……)

	 19.	 COUNTA – COUNTA Function dk mi;ksx fdlh Cells ;k 
Range esa mifLFkr la[;k,¡] ikB] rkfoZQd eku] =kqfV eku vkSj •kyh 
ikB dks fxuus osQ fy, fd;k tkrk gSA ,d lhek esa Non&Blank 
lsYl dh la[;k dh x.kuk djrk gSA

		 buesa os lHkh lsy dkmaV gksrh gSa ftuesa oqQN u oqQN Vkbi gksrk gSA 
Numbers, Alphabet, Character Etc.

		  =COUNTA(Value1,Value2,…)
	 20.	 COUNTBLANK – ,d fufnZ"V lhek esa •kyh lsy dh la[;k 

dh x.kuk djrk gSA
		  = COUNTBLANK(range)
	 21.	 COUNTIF – fdlh lhek osQ Hkhrj nh xbZ 'krZ dks iwjk djus okyh 

lsyksa dh la[;k dh x.kuk djrk gSA
		  =COUNTIF(range,criteria) 
	 22.	 FLOOR – blesa nks la[;k,¡ nh gksrh gSa nwljh la[;k ls igyh la[;k 

fudVre ftl la[;k rd iw.kZr% foHkkftr gks ogh la[;k mÙkj gksrh gSA
		  	 =FLOOR(number1, significance)
		  Ex- =FLOOR(50,3) = 48

Join Telegram: @apna_library



87

oaQI;wVjjkstxkj ifCyosQ'ku

	 23.	 CEILING – blesa nks la[;k,¡ nh gksrh gSa nwljh la[;k ls igyh 
la[;k fudVre ftl la[;k rd iw.kZr% foHkkftr gks mlls vkxs okyh 
la[;k mÙkj gksrh gSA

		  	 =CEILING(number1,significance)
		  Ex- =CEILING(50,3) = 51

	 24.	 LEFT – VsDLV fLVªax dh 'kq#vkr ls o.kks± dh la[;k ykSVkrk gSA

		  =LEFT(TEXT,number_chars)

	 25.	 RIGHT –VsDLV fLVªax osQ var ls osQjsDVj dh la[;k ykSVkrk gSA
		  =RIGHT(TEXT,number_chars)

	 26.	 MID – VsDLV fLVªax osQ var ls oSQjsDVj dh la[;k ykSVkrk gSA
		  =MID(TEXT,startnum,num_chars)
	 27.	 EXACT – ;g iQaD'ku tk¡prk gS fd D;k nks VsDLV fLVªax fcYoqQy 

leku gSa vkSj lgh ;k xyr ykSVkrk gSA EXACT osQl&laosnh gSA 
		 ;g nks VsDLV fLVªaXl dh rqyuk djrk gS vkSj ;fn os fcYoqQy leku 

gSa rks TRUE çnf'kZr djrk gSA ;fn os fcYoqQy leku ugha gS rks 
FALSE çnf'kZr djrk gSA

			   =EXACT(Text1,Text2)
		  Ex- =EXACT(DelhiPolice,Delhipolice) → False

	 28.	 CLEAN – ikB ls lHkh xSj&eqæ.k ;ksX; o.kZ gVk nsrk gSA o 
iQkseZsfVax gVkdj flEiy VsDLV ykSVkrk gSA

		 = CLEAN(Text)

	 29.	 CONCATENATE – ,e,l&,Dlsy 2010 esa] dbZ 
VsDLV vkbVEl dks ,d VsDLV vkbVe lsy esa tksM+us osQ fy, 
CONCATENATE iQaD'ku dk mi;ksx fd;k tkrk gSA 
=CONCATENATE(Text1,Text2)

	 30.	 ROMAN – ,d uEcj dks jkseu esa dUoVZ djrk gSA
		  =ROMAN(number)
		  =ROMAN(5) = V

	 31.	 DOLLAR – eqæk çk:i dk mi;ksx djosQ fdlh la[;k dks VsDLV 
esa ifjofrZr djrk gSA

		  =Dollar(number,decimal)
		  =Dollar(10,2) = $10.00
	 32.	 ABS – ;g Absolute oSY;w Kkr djus osQ fy, gksrk gSA @ 

½.kkRed eku dks /ukRed esa cnyus osQ fy,A
			   =ABS(number)
		  Ex- =ABS(–18) = 18
	 33.	 LEN – VsDLV fLVªax esa o.kks± dh la[;k ykSVkrk gS] ;g Lisl dks Hkh 

dkmaV djrk gSA
		  =LEN(TEXT) → 4
		  =LEN(DELHIPOLICE) → 11
		  =LEN(TARGET) → 6
		  =LEN(Jai Mata Di) → 11
		  =LEN(RADHEY RADHEY DELHI POLICE) → 26

	 34.	 UPPER – ,d VsDLV fLVªax dks lHkh cM+s v{kjksa esa ifjofrZr djrk gSA
		  =UPPER(delhi) → DELHI
	 35.	 LOWER – VsDLV fLVªax osQ lHkh v{kjksa dks yksvj osQl esa ifjofrZr 

djrk gSA
		  =lower(DELHI) → delhi
	 36.	 PROPER – ,d VsDLV fLVªax dks mfpr osQl esa] çR;sd 'kCn osQ 

igys v{kj dks vij osQl esa vkSj vU; lHkh v{kjksa dks yksvj osQl 
esa ifjofrZr djrk gSA

		  	 =PROPER(delhi police) → Delhi Police
	 37.	 NOW – orZeku Vkbe vkSj MsV osQ fy,
		  	 =NOW()
		  Ex- =NOW()
	 38.	 TODAY – vkt dh rkjh• osQ fy,
			   =TODAY()
		  Ex- =TODAY()
	 39.	 FACT – ;g Factorial Kkr djus osQ fy, gksrk gSA 
		  	 =FACT(Number)
		  Ex- =FACT(5) = 120
		  Ex-	=FACT(5) +FACT(4),FACT(3),FACT(2) 
			   = 152
		  uksV& Factorial 0 dk eku 1 gksrk gSA

	 40.	 MEDIAN – ekfè;dk fudkyus osQ fy, lcls igys fn, gq, uaclZ 
dks vkjksgh Øe esa yxk;sa o fiQj chp okyh la[;k gh mÙkj gksxh 
;fn chp esa 2 la[;k,¡ gSa rks muosQ ;ksx dk vk/k mÙkj gksxkA

			   =MEDIAN(number1,number2) 
		  or MEDIAN(number1:number2)
		  Ex- =MEDIAN(28,42,36,24,30) = 30
	 41.	 YEAR –  fdlh frfFk osQ vuq:i o"kZ fy• nsrk gSA
	 42.	 EDATE –EDATE iQaD'ku dk mi;ksx VsDLV osQ :i esa laxzghr 

fnukad dks ml lhfj;y uEcj esa dUoVZ djus osQ fy, fd;k tkrk 
gS ftls ,Dlsy fnukad osQ :i esa igpkurk gSA

	 43.	 IF– ;g lcls çpfyr iQaD'ku esa ls ,d gS vkSj ;g vkidks fdlh 
oSY;w vkSj vkidh vis{kk osQ chp rkfoZQd rqyuk djus dh lqfo/k 
nsrk gSA

	 44.	 MMULT – MMULT iQkWeZwyk osQ ekè;e ls vki vius ,Dlsy 
'khV ij fdlh Hkh ROW vkSj COLUMN oSY;w dh eSfVªDl 
fudky ldrs gksA

	 45.	 REPEAT – ;g iQkWeZwyk 'kCn dks fjihV djus dk dke djrk gSA
		  =REPT("Text,number_times)
		  =REPT("Target DP,2) → Target DP Target DP
	 46.	 AND/OR – bl iQaD'ku esa ge tks roZQ nsrs gSa ;fn og lgh gS rks 

TRUE ykSVkrk gS vkSj ;fn xyr gS rks FALSE ykSVkrk gSA
		  =AND(logical1,Logical2…)
		  =OR(logical1, logical2,…..)
	 47.	 DATE – ;g iQaD'ku MS Excel Date-time Code esa fnukad 

dks n'kkZus okyh la[;k nsrk gSA
		  =DATE(year,month,day)
	 48.	 DATEVALUES
		  fdlh lsy esa VsDLV fnukad dks lhfj;y uEcj esa cnyus osQ fy, 

Join Telegram: @apna_library

Sea
rch

 O
n T

G: @
ap

na
_p

df



88

oaQI;wVjjkstxkj ifCyosQ'ku

DATEVALUES iQkWeZwyk dk ç;ksx fd;k tkrk gSA

ABSOLUTE CELL REFERENCE – fdlh lsy dh 
Absolute Address fy•us osQ fy, lsy o~ jks ls igys $ dk fpÉ 
yxk;k tkrk gSA

Absolute Cell Reference dk ç;ksx rc fd;k tkrk gS tc vki 
lsy jsiQjsal dks fof'k"V] lsy ij fiQDl djuk pkgrs gSaA 
A1 – $A$1, B10 - $B$10
Status Bar– LVsVl ckj ooZQ'khV foaMks osQ fupys fdukjs dk ,d 
uke gS] tks ,e,l&,Dlsy 2010 esa ,Dlsy ooZQ'khV osQ ckjs esa fofHkUu 
tkudkjh çnf'kZr djrk gSA

Ex- SUM, AVERAGE, COUNTA

fofo/ (Miscellaneous)
	� ;fn iQkWeZsV la[;k fdlh lsy esa lVhd ugha cSBrk gS rks ##### 
çnf'kZr gksrk gSA

	� M.S. Excel esa iQkWeZwyk dh 'kq#vkr = osQ fpÉ ls gksrh gSA
	� M.S. ,Dlsy esa tc dksbZ iQkWeZwyk ,jj gksrh gS rks in  #NAME 
iznf'kZr gksrk gSA

	� MS Excel esa ,d ckj esa ,d ls vf/d ooZQ'khV dks fçaV djus osQ 
fy, Ctrl cVu gksYM djosQ nwljh ooZQ'khV ij fDyd djsaA

	� f'kÝV cVu nckdj vklUu ;kuh fd fudVorhZ lsy flysDV dh tk 
ldrh gSA

	� Ctrl Button nckdj ge nwj&nwj dh lsy dks flysDV dj ldrs gSaA

	� MS Excel esa ,d le; esa ,d ls vf/d ooZQ'khV fçaV djus osQ 
fy, Ctrl cVu nck, j•sa vkSj nwljh ooZQ'khV ij fDyd djsaA

	� MS Excel esa ^IF ERROR* ykWftdy iQaD'ku gSaA

	� ,e,l ,Dlsy esa VsDLV osQ la;kstu osQ fy, ,EçlsaM (&)ç;qÙkQ fd;k 
tkrk gSA 

	� MS Excel esa lkis{k (Relative) lsy jsiQjsUl fMiQkWYV gksrk gSA

	� ,e,l ,Dlsy esa fdlh iQaD'ku dks Mkyus osQ fy, Shift + F3 
laf{kIr oqQath ç;ksx esa ykbZ tkrh gSaA

	� MS Excel esa ,d iQaD'ku osQ vanj osQ nwljs iQaD'ku dks usLVsM 
iQaD'ku dgk tkrk gSA

	� ,d i`Fkd 'khV osQ lsy ls vkadM+ksa dks çkIr djuk jsiQjsaflax dgykrk 
gSA

	� MS Excel çksxzke esa •kuksa dh pkSM+kbZ vkSj iafÙkQ dh yEckbZ bap esa 
ekih tkrh gSaA

	� Extend Code dks vkWu@vkWiQ djus esa F8 ç;ksx gksrh gSA
	� ,d ,dy iafÙkQ tks fdlh ,dy fjdkWMZ dks çnf'kZr djrk gS] mls 
Viy dgrs gSaA

	� ,d lqfuf'pr lsy irs esa iafÙkQ uacj vFkok dkWye Vscy ls igys $ 
çnf'kZr gksrk gSA

	� vkWVksesfVd fjysfVo lsy jsiQjsUl dks jksdus osQ fy, MkWyj ($) fo'ks"k 
Character dk ç;ksx dkWye o jks uEcj osQ iwoZ esa gksrs gSaA 

	� ,ClksY;wV lSy esa $ flEcy ç;ksx gksrk gSA
	� lsy dks ykWd djus osQ fy, nksuksa funsZ'kkadks ls igys izrhd $ dk 
mi;ksx fd;k tkrk gSA

	� MS-Excel esa ƒ× cVu bUlVZ iQaD'ku vkWijs'ku dk fu:i.k djrk gSA

	� MS Excel esa ooZQ'khV dk uke History ugha gks ldrkA

	� MS Excel esa Header & Footer esa vf/dre 255 Characters 
gks ldrs gSA

	� Maximum no. of Lines Feed Per Cell – 253
	� File Name – 218 Characters
	� Colors in a Workbook – 16 Million 
	� Maximum Hyperlink in a Worksheet – 65530
	� Maximum Number in a Cell – 15 Digits
	� MS Excel esa ooZQ'khV uke osQ vanj / \ ? : [] Sign dk ç;ksx ugha 
fd;k tk ldrkA
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	 1.	 ,e,l ,Dlsy 365 (MS Excel 365) esa laiw.kZ odZ'khV dks fçaV 
djrs le; fMiQkWYV fçaV jsat D;k gS\

Delhi Police Const. 14/11/2023 (Shift-I)
	 (a)	 ,aVk;j odZcqd (Entire Workbook)
	 (b)	 lsysDVsM jsat (Selected Range)
	 (c)	 vky 'khV~l (All Sheets)
	 (d)	 ,fDVo 'khV (Active Sheet)
	 2.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] vki ,Dlsy odZ'khV 

(Excel worksheet) ij dk;Z dj jgs gSa vkSj vkidks orZeku iafDr 
osQ Åij ,d iwjh iafDr dks lsysDV djuk gSA vkidks fdl dh&cksMZ 
'kkWVZdV la;kstu dk mi;ksx djuk pkfg,\

Delhi Police Const. 14/11/2023 (Shift-I)
	 (a)	 Alt + Spacebar	 (b)	 Ctrl + + 
	 (c)	 Shift + Spacebar	 (d)	 Ctrl + Spacebar
	 3.	 ,e,l ,Dlsy 365 (MS Excel 365) LçsM'khV esa MsVk ntZ djrs 

le;] fdlh O;fDr osQ çFke uke osQ fy, dkSu&lk MsVk çdkj lcls 
mi;qDr gksrk gS\

Delhi Police Const. 14/11/2023 (Shift-I)
	 (a)	 VsDLV (Text)	 (b)	 uacj (Number)
	 (c)	 djsalh (Currency)	 (d)	 MsV (Date)
	 4.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ml {ks=k dks D;k dgk 

tkrk gS ftlesa fçaV djus osQ fy, ,e,l ,Dlsy (MS Excel) esa 
fof'k"V vkSj iQkWeZsVsM MsVk 'kkfey gksrk gS\

Delhi Police Const. 14/11/2023 (Shift-II)
	 (a)	 fçaV ,fj;k (Print Area)
	 (b)	 fçaV fçO;w (Print Preview)
	 (c)	 fçaV ekftZu (Print Margin)
	 (d)	 O;w (View)
	 5.	 fuEufyf•r esa ls fdl 'kkWVZdV dh (key) dk mi;ksx ,e,l ,Dlsy 

365 (MS Excel 365) esa lsy dks ,fMV eksM esa djus osQ fy, 
fd;k tkrk gS] ftlls vki cnyko dj losQa\

Delhi Police Const. 14/11/2023 (Shift-II)
	 (a)	 F2	 (b)	 Ctrl + F1
	 (c)	 F1	 (d)	 Ctrl + F2
·	 6.	 ,e,l ,Dlsy 365 (MS Excel 365) dk fuEufyf•r esa ls 

dkSu&lk iQaD'ku] çR;sd oSY;w (Value) osQ chp ,d Lisl dks NksM+rs 
gq, vfu;fer Lisl dks gVkrk gS\

Delhi Police Const. 14/11/2023 (Shift-II)
	 (a)	 vkSlr (AVERAGE)
	 (b)	 ;ksx (SUM)
	 (c)	 eSp djus osQ nkSjku lcls igys oSY;w (VLOOKUP)
	 (d)	 VsDLV ls vfrfjDr Lisl gVkuk (TRIM)
	 7.	 ,e,l ,Dlsy 365 (MS-Excel 365) esa ,d ubZ iafDr lfEefyr 

djus osQ fy, fuEufyf•r esa ls fdl dhcksMZ 'kkWVZdV oqaQth dk 
mi;ksx fd;k tkrk gS\

Delhi Police Const. 14/11/2023 (Shift-III)

	 (a)	 Ctrl + shift + n
	 (b)	 Ctrl + shift + + (Plus Key)
	 (c)	 Ctrl + Alt + n
	 (d)	 Ctrl + Alt + + (Plus Key)
	 8.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

dkSu&lk ,e,l ,Dlsy (MS Excel) esa pkVZ dk ,d çdkj ugha 
gS\

Delhi Police Const. 14/11/2023 (Shift-III)
	 (a)	 ckj pkVZ (Bar Chart)
	 (b)	 ikbZ pkVZ (Pie Chart)
	 (c)	 Lisl pkVZ (Space Chart)
	 (d)	 ykbu pkVZ (Line Chart)
	 9.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ;fn vki fdlh odZcqd 

dks fHkUu iQkby use osQ lkFk vyx yksosQ'ku ij eSØks&l{ke odZcqd 
osQ :i esa lso djuk pkgrs gSa rks dkSu&lk fodYi pquk tkuk pkfg,\

Delhi Police Const. 14/11/2023 (Shift-III)
	 (a)	 lso v dkWih (Save a Copy)
	 (b)	 lso ,t (Save As)
	 (c)	 lso odZLisl (Save Workspace)
	 (d)	 lso ,Dlsy (Save Excel)
	 10.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] odZ'khV esa iQkWeZwys fØ,V 

djus ;k ,fMV djus osQ fy, gesa fdl Vwy dk mi;ksx djuk pkfg,\
Delhi Police Const. 15/11/2023 (Shift-I)

	 (a)	 iQkWeZwyk ckj (Formula Bar)
	 (b)	 vkWfMfVax Vwyckj (Auditing Toolbar)
	 (c)	 çslsMsaV~l (Precedents)
	 (d)	 okp foaMks (Watch Window)
	 11.	 LçsM'khV esa ,d ubZ jks ;k dkWye tksM+us osQ fy, fuEufyf•r esa ls 

dkSu lh dkjZokbZ dh tkuh pkfg,\
Delhi Police Const. 15/11/2023 (Shift-I)

	 (a)	 fdlh ekStwnk jks ;k dkWye ij jkbV&fDyd djsa vkSj dkaVsDLV 
esuw ls ^bUlVZ* dk p;u dhft,A

	 (b)	 lsy dh ,d Js.kh dks gkbykbV djsa] jkbV&fDyd djsa vkSj ubZ 
jks ;k dkWye osQ fy, LFkku cukus osQ fy, dkaVsDLV esuw ls 
^fMyhV* dk p;u djsaA

	 (c)	 fdlh fof'k"V lsy dks •kstus osQ fy, iQkbaM ,aM fjIysl iQaD'ku 
dk mi;ksx djsa vkSj fiQj ifj.kkeksa dk mi;ksx djosQ ,d ubZ jks 
;k dkWye bUlVZ djsaA

	 (d)	 ,d jks ;k dkWye dk p;u djsa] bls dV djus osQ fy, 
'Ctrl + X dh&cksMZ 'kkWVZdV nck,a vkSj fiQj bls okafNr LFkku 
ij isLV djus osQ fy, 'Ctrl + V' nck,aA

	 12.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] lsYl dh jsat dks vkjksgh 
Øe esa lkWVZ (sort) djus dk lgh rjhdk fuEufyf•r esa ls dkSu&lk 
gS\� Delhi Police Const. 15/11/2023 (Shift-I)

	 (a)	 'OK' cVu ij fDyd dhft, A
	 (b)	 'Sort' Mk;ykWx ckWDl esa] 'Order' lsD'ku esa 'Ascending' 

fodYi dks lsysDV dhft,A

ijh{kksi;ksxh iz'u
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	 (c)	 lsYl dh jsat dks lsysDV dhft, vkSj 'Ctrl + Shift + S' 
nckb,A

	 (d)	 'Review' VSc ij fDyd dhft, vkSj 'sort' dks lsysDV 
dhft,A

	 13.	 ,e,l ,Dlsy 365 (MS Excel 365) osQ fdl iQaD'ku dk mi;ksx 
,d fufnZ"V lsy jsat osQ Hkhrj fjDr lsYl dh la[;k dks VSyh djus 
osQ fy, fd;k tkrk gS\

Delhi Police Const. 15/11/2023 (Shift-II)
	 (a)	 COUNT()	 (b)	 COUNTB()
	 (c)	 COUNTA()	 (d)	 COUNTBLANK()
	 14.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] jks (row) dh Å¡pkbZ dks 

vkWVks fiQV djus osQ laca/ esa fuEufyf•r esa ls dkSu&lk dFku lgh 
gS\

Delhi Police Const. 15/11/2023 (Shift-II)
	 (a)	 dkWye gsMlZ (Column Headers) osQ chp dh lhek ij 

flaxy&fDyd djus ls daVsaV dks fiQV djus osQ fy, dkWye 
(Column) dh Å¡pkbZ Lopkfyr :i ls ,MtLV gks tk,xh

	 (b)	 dkWye gsMlZ (Column Headers) osQ chp dh lhek ij 
Mcy&fDyd djus ls dVsaV dks fiQV djus osQ fy, dkWye 
(Column) dh Å¡pkbZ Lopkfyr :i ls ,MtLV gks tk,xhA

	 (c)	 jks gsMlZ (Row Headers) osQ chp dh lhek ij flaxy fDyd 
djus ls daVsaV dks fiQV djus osQ fy, jks (Row) dh Å¡pkbZ 
Lopkfyr :i ls ,MtLV gks tk,xhA

	 (d)	 jks gsMlZ (Row Headers) osQ chp dh lhek ij Mcy&fDyd 
djus ls daVsaV dks fiQV djus osQ fy, jks (Row) dh Å¡pkbZ 
Lopkfyr :i ls ,MtLV gks

	 15.	 ,e,l ,Dlsy 365 (MS Excel 365) osQ fdl iQaD'ku dk mi;ksx 
fofHkUu lsy ls VsDLV fLVªaXl dks tksM+us ;k J`a•fyr djus osQ fy, 
fd;k tkrk gS\

Delhi Police Const. 15/11/2023 (Shift-II)
	 (a)	 MERGE	 (b)	 CONCATENATE
	 (c)	 ADD	 (d)	 JOIN
	 16.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] lsy B2 osQ fy, 

,ClksY;wV lsy jsiQjsal cukus osQ fy, ekbØkslkWÝV ,Dlsy iQkWeZwyk D;k 
gS\

Delhi Police Const. 15/11/2023 (Shift-III)
	 (a)	 B2	 (b)	  $B$2
	 (c)	  $B2	 (d)	 B$2
	 17.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] vki iQkWeZwyk fy•uk 

fdl çdkj 'kq: djrs gSa\
Delhi Police Const. 15/11/2023 (Shift-III)

	 (a)	 % Vkbi djosQ	 (b)	 @ Vkbi djosQ
	 (c)	 _ Vkbi djosQ	 (d)	 = Vkbi djosQ
	 18.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] lsy D7 ls nk;ha vksj 

nks dkWye vkSj rhu jks (rows) uhps okys lsy dk lsy ,Mªsl D;k 
gksxk\

Delhi Police Const. 15/11/2023 (Shift-III)
	 (a)	 G10	 (b)	 F9
	 (c)	 F10	 (d)	 E9

	 19.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] dkSu&lk fodYi vkidks 
,d lkFk dbZ dkWyeksa osQ vk/kj ij MsVk lkWVZ djus dh vuqefr nsrk 
gS\

Delhi Police Const. 16/11/2023 (Shift-I)
	 (a)	 A Vq Z lkWVZ (Sort A to Z)
	 (b)	 fDod lkWVZ (Quick Sort)
	 (c)	 vkWVks fiQYVj (Auto Filter)
	 (d)	 dLVe lkWVZ (Custom Sort)
	 20.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] vki fdlh iafDr (Row) 

;k LraHk (Column) dks oSQls fMyhV dj ldrs gSa\
Delhi Police Const. 16/11/2023 (Shift-I)

	 (a)	 Ctrl + H dhcksMZ 'kkWVZdV dk mi;ksx djsaA
	 (b)	 Ctrl + D dhcksMZ 'kkWVZdV dk mi;ksx djsaA
	 (c)	 iafDr (Row) ;k LraHk (Column) ij jkbV&fDyd djsa vkSj 

dkaVsDLV esuw ls 'Delete' pqusaA
	 (d)	 ,Dlsy (Excel) fjcu ij 'Insert' VSc ij tk,a vkSj 'Delete' 

ij fDyd djsaA
	 21.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] dkSu&lk lsy jsiQjsal 

çdkj fdlh iQkWeZqys dks dkWih djus vkSj fdlh vU; lsy esa isLV 
djus osQ ckn iQkWeZqys esa lsy jsiQjsal osQ u, LFkku dks fjÝysDV djus 
dh vuqefr nsrk gS\

Delhi Police Const. 16/11/2023 (Shift-I)
	 (a)	 feDLM lsy jsiQjsal	 (b)	 ldZqyj lsy jsiQjsal
	 (c)	 vkWClksY;wV lsy jsiQjsal	 (d)	 fjysfVo lsy jsiQjsal
	 22.	 MS Excel 365 esa] MS-Excel LçsM'khV esa dkWye gVkus osQ fy, 

fuEufyf•r esa ls dkSu lk Øe lgh gS\
Delhi Police Const. 16/11/2023 (Shift-II)

	 (a)	 lsy dk p;u djsa << ck,a fDyd djsa <<  gVk,a << laiw.kZ dkWye
	 (b)	 lsy dk p;u djsa << nk,a fDyd djsa << gVk,a << laiw.kZ iafDr
	 (c)	 lsy dk p;u djsa << ck,a fDyd djsa << gVk,a << laiw.kZ iafDr
	 (d)	 lsy dk p;u djsa << nk,a fDyd djsa << gVk,a << laiw.kZ dkWye
	 23.	 ,e,l ,Dlsy 365 esa ,Dlsy 'khV esa iafDr;ksa dks gVkus ls lacaf/r 

fuEufyf•r esa ls dkSu lk dFku lgh gS\
Delhi Police Const. 16/11/2023 (Shift-II)

	 (a)	 ;fn vki ,d lkFk dbZ iafDr;k¡ gVkuk pkgrs gSa] rks cl iafDr 
la[;kvksa ij fDyd djosQ vkSj •hapdj iafDr;ksa dk p;u djsa] 
vkSj fiQj 'Ctrl' vkSj 'Enter' nck,¡A

	 (b)	 ;fn vki ,d lkFk dbZ iafDr;k¡ gVkuk pkgrs gSa] rks cl iafDr 
la[;kvksa ij fDyd djosQ vkSj •hapdj iafDr;ksa dk p;u djsa] 
vkSj fiQj 'Ctrl' vkSj '+' nck,¡A

	 (c)	 ;fn vki ,d lkFk dbZ iafDr;k¡ gVkuk pkgrs gSa] rks cl iafDr 
la[;kvksa ij fDyd djosQ vkSj •hapdj iafDr;ksa dk p;u djsa] 
vkSj fiQj 'Ctrl' vkSj 'space' nck,¡A

	 (d)	 ;fn vki ,d lkFk dbZ iafDr;k¡ gVkuk pkgrs gSa] rks cl iafDr 
la[;kvksa ij fDyd djosQ vkSj •hapdj iafDr;ksa dk p;u djsa] 
vkSj fiQj 'Ctrl' vkSj '–' nck,¡A

	 24.	 MS Excel 365 esa] fuEufyf•r esa ls dkSu&lh fof/ MS-Excel 
esa LçsM'khV •ksyus dh fof/ ugha gS\

Delhi Police Const. 16/11/2023 (Shift-II)
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	 (a)	 Ctrl + N	 (b)	 File –> open
	 (c)	 Alt + F + 0	 (d)	 Shift + Ctrl + N
	 25.	 fuEufyf•r esa ls dkSu&lk] dkWye ysVj (Column Letter) vkSj jks 

uacj (Row Number) dk ,slk lgh la;kstu gS tks ,e,l ,Dlsy 
(MS Excel) esa odZ'khV (Worksheet) ij fdlh lsy (Cell) 
dh igpku djrk gS\

Delhi Police Const. 16/11/2023 (Shift-III)
	 (a)	 3A	 (b)	 A3
	 (c)	 AA	 (d)	 33
	 26.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ekbØkslkWÝV ,Dlsy esa 

fuEufyf•r esa ls dkSu&ls ,ykbuesaV fodYi dk mi;ksx VsDLV dks 
lsy osQ ck,a vkSj nk,a nksuksa vksj ,ykbu djus osQ fy, fd;k tkrk 
gS] ftlls ,d Li"V vkSj mi;qDr Lo:i curk gS\

Delhi Police Const. 16/11/2023 (Shift-III)
	 (a)	 tfLViQkbZ	 (b)	 ysÝV ,ykbu
	 (c)	 jkbV ,ykbu	 (d)	 lsaVj ,ykbu
	 27.	 ,e,l ,Dlsy 365 (MS Excel 365) esa ̂ lso ,t* vkWI'ku vkidks 

fuEu esa ls ,slk D;k djus dh lqfo/k nsrk gS] tks fu;fer ^lso* 
vkWI'ku ugha nsrk\

Delhi Police Const. 16/11/2023 (Shift-III)
	 (a)	 odZcqd dks fcuk fdlh ifjorZu osQ lso djuk
	 (b)	 odZcqd dks u, uke ;k LFkku ij lso djuk
	 (c)	 odZcqd dks mlh uke ls lso djuk
	 (d)	 odZcqd dks fcuk daiQeZs'ku osQ lso djuk
	 28.	 ,e,l ,Dlsy 365 esa] ,e,l ,Dlsy esa ç;qDr dkSu lk iQkby çdkj 

,d vYifojke&lhekafdr VsDLV iQkby rS;kj djrk gS ftls fdlh 
Hkh vkWijsfVax flLVe ij yxHkx lHkh LçsM'khV vuqç;ksxksa }kjk i<+k 
tk ldrk gS\

Delhi Police Const. 17/11/2023 (Shift-I)
	 (a)	 .pdf	 (b)	 .xlsx
	 (c)	 CSV	 (d)	 .docx
	 29.	 Microsoft Excel 365 dk dkSu&lk iQaD'ku la[;kvksa dh Js.kh dk 

vkSlr x.kuk djrk gS\
Delhi Police Const. 17/11/2023 (Shift-I)

	 (a)	 MEAN	 (b)	 AVERAGE
	 (c)	 AVG	 (d)	 MEDIAN
	 30.	 eku yhft, fd vkiosQ ikl MS Excel 365 esa ,d odZ'khV gS 

ftlesa vyx&vyx eghuksa osQ fcØh MsVk 'kkfey gSaA vkidks ebZ 
osQ fcØh vkadM+s viMsV djus dh vko';drk gS] D;ksafd çkjafHkd 
çfof"V esa ,d =kqfV FkhA ebZ eghus osQ fcØh MsVk dks laikfnr djus 
osQ fy, vkidks D;k dne mBkus pkfg,\

Delhi Police Const. 17/11/2023 (Shift-I)
	 (a)	 ebZ fcØh MsVk okys lsy ij fDyd djsa &> laiknu eksM esa 

ços'k djus osQ fy, F6 nck,¡ –> vko';d ifjorZu djsa –> 
laiknu dh iqf"V djus osQ fy, Enter nck,¡

	 (b)	 ebZ fcØh MsVk okys lsy ij fDyd djsa –> laiknu eksM esa 
ços'k djus osQ fy, F7 nck,¡ –> vko';d ifjorZu djsa –> 
laiknu dh iqf"V djus osQ fy, Enter nck,¡

	 (c)	 ebZ fcØh MsVk okys lsy ij fDyd djsa –> laiknu eksM esa 
ços'k djus osQ fy, F2 nck,¡ –> vko';d ifjorZu djsa –> 
laiknu dh iqf"V djus osQ fy, Enter nck,¡

	 (d)	 ebZ fcØh MsVk okys lsy ij fDyd djsa –> laiknu eksM esa 
ços'k djus osQ fy, F1 nck,¡ > vko';d ifjorZu djsa &> 
laiknu dh iqf"V djus osQ fy, Enter nck,¡

	 31.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy (MS 
Excel) dk fuEufyf•r esa ls dkSu&lk dhcksMZ 'kkWVZdV gesa ,d ubZ 
LçsM'khV vksiu djus dh lqfo/k nsxk\

Delhi Police Const. 17/11/2023 (Shift-II)
	 (a)	 Alt + O	 (b)	 Shift + N
	 (c)	 Ctrl + O	 (d)	 Ctrl + N
	 32.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

dkSu&lk fodYi ekbØkslkWÝV ,Dlsy (Microsoft Excel) esa Vscy 
cukus dk ,d ykHk ugha gS\

Delhi Police Const. 17/11/2023 (Shift-II)
	 (a)	 c<+h gqbZ MsVk v•aMrk vkSj lVhdrk
	 (b)	 csgrj oSQyoqQys'ku {kerk
	 (c)	 vkWVksesfVd fiQYVfjax vkSj lkWfVZax fodYi
	 (d)	 mUur folqvy vihy vkSj iQkWeZsfVax
	 33.	 MS Excel 365 esa] p;fur iafDr osQ Åij ,d ubZ iafDr lfEefyr 

djus osQ fy,] vkidks fdl dekaM dk mi;ksx djuk pkfg,\
Delhi Police Const. 17/11/2023 (Shift-II)

	 (a)	 iafDr Mkysa (Insert Row)
	 (b)	 dkWye gVk,¡ (Delete Column)
	 (c)	 iafDr gVk,¡ (Delete Row)
	 (d)	 dkWye Mkysa (Insert Column)
	 34.	 MS Excel 365 esa] tc vki fdlh lsy ij jkbV&fDyd djrs gSa 

vkSj ^fiQYVj* pqurs gSa] rks fuEufyf•r esa ls dkSu lk fodYi fn•kbZ 
ugha nsrk gS\

Delhi Police Const. 17/11/2023 (Shift-III)
	 (a)	 p;fur lsy jax }kjk fiQYVj djsa
	 (b)	 p;fur lsy ÅapkbZ }kjk fiQYVj djsa
	 (c)	 p;fur lsy iQkWUV }kjk fiQYVj djsa
	 (d)	 p;fur lsy eku }kjk fiQYVj djsa
	 35.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy (MS 

Excel) esa fdlh odZcqd dks lso djus osQ fy, fuEufyf•r esa ls 
fdl dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 17/11/2023 (Shift-III)
	 (a)	 Ctrl + S	 (b)	 Ctrl + Alt +  S
	 (c)	 Ctrl + Shift + S	 (d)	 Shift + S
	 36.	 ,e,l ,Dlsy 2007 esa] ubZ ;k ekStwnk LçsM'khV •ksyus osQ fy, fdl 

fodYi dk mi;ksx fd;k tkrk gS\
Delhi Police Const. 17/11/2023 (Shift-III)

	 (a)	 vkWfiQl cVu (Office Button)
	 (b)	 gkse (Home)
	 (c)	 iQkWeZsV (Format)
	 (d)	 bUlVZ (Insert )
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	 37.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] odZ'khV esa MsVk dks 
,fMV djrs le;] fuEufyf•r esa ls dkSu&lk ,D'ku vkidks vius 
gky osQ ifjorZuksa dks iwoZor~ djus dh lqfo/k nsxk\

Delhi Police Const. 20/11/2023 (Shift-I)
	 (a)	 lso (Save)	 (b)	 isLV (Paste)
	 (c)	 dkWih (Copy)	 (d)	 vuMw (Undo)
	 38.	 dkSu&lk dhcksMZ 'kkWVZdV vkidks ,e,l ,Dlsy 365 (MS Excel 

365) esa lsysDVsM lsy osQ daVsaV dks lh/s lsy esa gh ,fMV djus 
nsrk gS\

Delhi Police Const. 20/11/2023 (Shift-I)
	 (a)	 Ctrl + C	 (b)	 F2
	 (c)	 F12	 (d)	 Ctrl + E
	 39.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy (MS 

Excel) pkVZ dk mi;ksx djus dk eq[; mís'; D;k gksrk gS\
Delhi Police Const. 20/11/2023 (Shift-I)

	 (a)	 oSQyoqQys'ku djuk
	 (b)	 MsVk LVksj djuk
	 (c)	 VsDLV dks iQkWeZsV djuk
	 (d)	 MsVk dks n`'; :i ls çLrqr djuk
	 40.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls fdl 

fjcu VSc esa iafDr;k¡ (Rows) ,sM djus dk fodYi gksrk gS\
Delhi Police Const. 20/11/2023 (Shift-II)

	 (a)	 Home → Edit (gkse → laikfnr djsa)
	 (b)	 Home → Insert (gkse → lfEefyr djsa)
	 (c)	 Home → File (gkse → iQkby)
	 (d)	 Home → Format (gkse → çk:i)
	 41.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy (MS 

Excel) esa odZcqd dks lso djus osQ fy, fuEufyf•r esa ls fdl 
'kkWVZdV oqaQth (keys) dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 20/11/2023 (Shift-II)
	 (a)	 F6	 (b)	 Ctrl + A
	 (c)	 Ctrl + S	 (d)	 F1
	 42.	 ,e,l ,Dlsy esa] ------------- esa iafDr (jks) la[;k vkSj@;k LraHk 

(dkWye) v{kj osQ lkeus ,d MkWyj fpÉ ($) gksrk gSA
Delhi Police Const. 20/11/2023 (Shift-III)

	 (a)	 osQoy ,ClksY;wV jsiQjsal
	 (b)	 osQoy fjysfVo jsiQjsal
	 (c)	 ,ClksY;wV jsiQjsal vkSj feDLM jsiQjsal nksuksa
	 (d)	 osQoy feDLM jsiQjsal
	 43.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

dkSu&lk iQaD'ku] 0 ls cM+h okLrfod la[;k mRiUu djrk gS vkSj bls 
ntZuksa vU; phtksa osQ vykok bls lkaf[;dh; fo'ys"k.k ] fØIVksxzkiQh] 
xsfeax] xSacfyax vkSj çkf;drk fl¼kar osQ fy, okLro esa ljy vkSj 
ikjaifjd :i ls mi;ksx fd;k tkrk gS\

Delhi Police Const. 20/11/2023 (Shift-III)
	 (a)	 RAND	 (b)	 AVERAGE
	 (c)	 SUM	 (d)	 VLOOKUP
	 44.	 ,e,l ,Dlsy 365 (MS Excel 365) esa dksbZ iQkWeZwyk 'kq: djus 

osQ fy, fuEufyf•r esa ls fdl çrhd dk mi;ksx fd;k tkrk gS\
Delhi Police Const. 20/11/2023 (Shift-III)

	 (a)	 &	 (b)	 *
	 (c)	 $ 	 (d)	 =
	 45.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

dkSu&lh dLVe lkWVZ •ksyus dh 'kkWVZdV oqaQth (key) gS\
Delhi Police Const. 21/11/2023 (Shift-I)

	 (a)	 Alt + A + S
	 (b)	 Ctrl + A + S
	 (c)	 Windows Key + A + S
	 (d)	 Shift + A + S
	 46.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] LçsM'khV fuEufyf•r esa 

ls fdl iQkWeZsV esa fMiQkWYV :i ls lso gksrh gS\
Delhi Police Const. 21/11/2023 (Shift-I)

	 (a)	 .doc	 (b)	 .docx
	 (c)	 .xlsx	 (d)	 .xlxs
	 47.	 ,e,l ,Dlsy 365 (MS Excel 365) esa lsYl dks ,fMV djus osQ 

fy, fuEufyf•r esa ls dkSu&lk ,d fodYi gS\
Delhi Police Const. 21/11/2023 (Shift-II)

	 (a)	 fjcu	 (b)	 iQkWeZwyk ckj
	 (c)	 Lisl ckj	 (d)	 ,fMV ckj
	 48.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ekbØkslkWÝV ,Dlsy fjcu 

ij dkSu&lk VSc vkidks iQkbyksa dks •ksyus vkSj lso djus ls lacaf/r 
vkWI'kal rd ,Dlsl çnku djrk gS\

Delhi Police Const. 21/11/2023 (Shift-II)
	 (a)	 balVZ (Insert)	 (b)	 O;w (View)
	 (c)	 gkse (Home)	 (d)	 iQkby (File)
	 49.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy (MS 

Excel) esa laiw.kZ odZcqd (entire workbook) dks lsysDV djus 
osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV oqaQth (keys) dk mi;ksx 
fd;k tkrk gS\

Delhi Police Const. 21/11/2023 (Shift-II)
	 (a)	 F6	 (b)	 Ctrl + S
	 (c)	 Ctrl + A	 (d)	 F1
	 50.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa ekStwn LraHkksa 

(columns) dh vf/dre la[;k fdruh gksrh gS\
Delhi Police Const. 21/11/2023 (Shift-III)

	 (a)	 2,048 LrEHk (Columns)
	 (b)	 16,384 LrEHk (Columns)
	 (c)	 32,386 LrEHk (Columns)
	 (d)	 8,382 LrEHk (Columns)
	 51.	 ,e,l ,Dlsy 365 (MS Excel 365) esa fjcu ij fuEufyf•r esa 

ls fdl VSc esa 'Sort & Filter' xzqi gksrk gS \
Delhi Police Const. 21/11/2023 (Shift-III)

	 (a)	 iQkWeZwyk (Formula)	 (b)	 fjO;q (Review)
	 (c)	 MsVk (Data)	 (d)	 ,fMV (Edit)
	 52.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] 'Save' ;k 'Save as' 

fodYiksa rd igqapus osQ fy, fdl esuw ;k VSc dk mi;ksx fd;k tkrk 
gS\

Delhi Police Const. 21/11/2023 53 (Shift-III)
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	 (a)	 ,fMV (Edit)	 (b)	 balVZ (Insert)
	 (c)	 gkse (Home)	 (d)	 iQkby (File)
	 53.	 ,e,l&,Dlsy 2010 esa LçsM'khV esa lsy dh iafDr ÅapkbZ osQ ckjs esa 

fuEufyf•r esa ls dkSu lk dFku lgh gS\
Delhi Police Const. 22/11/2023 (Shift-I)

	 (a)	 iafDr dh Å¡pkbZ osQ fy, Åijh vkSj fupyh lhek,¡ Øe'k% 509 
vkSj 0 gSaA

	 (b)	 iafDr dh Å¡pkbZ osQ fy, Åijh vkSj fupyh lhek,¡ Øe'k% 409 
vkSj 0 gSaA

	 (c)	 iafDr dh Å¡pkbZ osQ fy, Åijh vkSj fupyh lhek,¡ Øe'k% 609 
vkSj 0 gSaA

	 (d)	 iafDr dh Å¡pkbZ osQ fy, Åijh vkSj fupyh lhek,¡ Øe'k% 709 
vkSj 0 gSaA

	 54.	 bysDVªkWfud LçsM'khV esa lsy ,Mªsl 'C10' D;k n'kkZrk gS\
Delhi Police Const. 22/11/2023 (Shift-I)

	 (a)	 rhljs dkWye (Column) vkSj nloha jks (Row) esa lsy
	 (b)	 rhljs dkWye (Column) vkSj ckjgoha jks (Row) esa lsy
	 (c)	 nlosa dkWye (Column) vkSj rhljh jks (Row) esa lsy
	 (d)	 ckjgosa dkWye (Column) vkSj rhljh jks (Row) esa lsy
	 55.	 ,e,l ,Dlsy (MS Excel) esa] fuEufyf•r esa ls dkSu&lk fodYi] 

nwljs LraHk (Column) vkSj rhljh iafDr (Row) dk lgh lsy ,Mªsl 
gS\

Delhi Police Const. 22/11/2023 (Shift-I)
	 (a)	 3B	 (b)	 B3
	 (c)	 A3	 (d)	 3A
	 56.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

dkSu&lk fodYi og iQaD'ku gS tks lsYl dh ,d jsat esa ntZ ekuksa 
dk ;ksxiQy çnku djrk gS\

Delhi Police Const. 22/11/2023 (Shift-II)
	 (a)	 COUNT	 (b)	 MAX
	 (c)	 AVERAGE	 (d)	 SUM
	 57.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] LçsM'khV fçaV djus osQ 

fy, fuEufyf•r esa ls fdldk mi;ksx fd;k tk,xk\
Delhi Police Const. 22/11/2023 (Shift-III)

	 (a)	 File –> print (iQkby –> fçaV djsa)
	 (b)	 Home –> open (gkse –> •ksyuk)
	 (c)	 Layout –> print (ysvkmV –> fçaV)
	 (d)	 View –> print (ns•sa –> fçaV djsa)
	 58.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] lsy A1 ls A10 esa 

ekuksa osQ vkSlr dh x.kuk osQ fy, fuEufyf•r esa ls dkSu&lk iQkWeZwyk 
lgh gS\

Delhi Police Const. 22/11/2023 (Shift-III)
	 (a)	 =AVERAGE(A1:A10)
	 (b)	 =SUM(A1:A10)/100
	 (c)	 =SUM(A1:A10)/10
	 (d)	 AVERAGE(10*A1)
	 59.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ubZ LçsM'khV 

(spreadsheet) •ksyus osQ fy, dh&cksMZ 'kkWVZdV fuEufyf•r esa ls 
D;k gS\� Delhi Police Const. 22/11/2023 (Shift-III)

	 (a)	 Ctrl + 0	 (b)	 Ctrl + N
	 (c)	 Alt + N	 (d)	 Alt + O
	 60.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] lsYl dh jsat esa lcls 

NksVk eku Kkr djus osQ fy, fuEufyf•r esa ls fdl iQaD'ku dk 
mi;ksx fd;k tkrk gS\

Delhi Police Const. 23/11/2023 (Shift-I)
	 (a)	 AVERAGE	 (b)	 COUNT
	 (c)	 SUM	 (d)	 MIN
	 61.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls dkSu 

lk fodYi] MqfIyosQV ,e,l ,Dlsy (MS Excel) odZcqd dks ,d 
vyx iQksYMj esa ewy odZcqd osQ leku uke ls lso djus dk lgh 
rjhdk gS\

Delhi Police Const. 23/11/2023 (Shift-I)
	 (a)	 'Ctrl + D' nckb,
	 (b)	 'Insert' esuw ij fDyd dhft, vkSj 'Save' flysDV dhft,
	 (c)	 'Ctrl + V' nckb,
	 (d)	 'Save As' Mk;ykWx ckWDl osQ 'Save in' iQhYM esa okafNr 

iQksYMj dks flysDV dhft, vkSj 'Save' cVu ij fDyd 
dhft,A

	 62.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] VsDLV] la[;k vkSj MsVk 
J`a•yk cukrs le;] tc vki fiQy gSaMy (fill handle) dks MªSx 
djrs gSa] rks fuEufyf•r esa ls dkSu lk fpÉ fn•kbZ nsrk gS\

Delhi Police Const. 23/11/2023 (Shift-II)
	 (a)	 $	 (b)	 =
	 (c)	 *	 (d)	 +
	 63.	 ekbØkslkWÝV ,Dlsy (Microsoft Excel) esa] fuEufyf•r esa ls fdl 

fodYi ls vki cqysVsM lwph osQ fy, ,d dLVe cqysV LVkby cuk 
ldrs gSa\

Delhi Police Const. 23/11/2023 (Shift-II)
	 (a)	 VsDLV ckWDl (Text Box)
	 (b)	 iQkWeZsV lsYl (Format Cells)
	 (c)	 LVkbYl (Styles)
	 (d)	 fMiQkbu U;w cqysV (Define New Bullet)
	 64.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] lkWVZ A to Z osQ ckjs esa 

fuEufyf•r esa ls dkSu&lk fodYi lR; gS\
Delhi Police Const. 23/11/2023 (Shift-II)

	 (a)	 ;g p;fur jks dks vojksgh Øe esa lkWVZ djrk gSA
	 (b)	 ;g p;fur dkWye dks vojksgh Øe esa lkWVZ djrk gSA
	 (c)	 ;g fofHkUu Øec¼ ekunaM ykxw djosQ MsVk dks ,dkf/d 

dkWye esa lkWVZ djrk gSA
	 (d)	 ;g p;fur dkWye dks vkjksgh Øe esa lkWVZ djrk gSA
	 65.	 ,e,l ,Dlsy 365 (MS Excel 365) esa fuEufyf•r esa ls dkSu&lk 

,d ,slk ljy iQaD'ku gS tks fdlh nh xbZ la[;k dks ,d ?kkrkad 
rd c<+krk gS\

Delhi Police Const. 23/11/2023 (Shift-III)
	 (a)	 AVERAGE	 (b)	 POWER
	 (c)	 MEDIAN	 (d)	 RAND
	 66.	 ekbØkslkWÝV ,Dlsy esa o.kZekyk osQ v{kjksa dk mi;ksx fuEufyf•r esa 

ls fdls ifjHkkf"kr djus osQ fy, fd;k tkrk gS\
Delhi Police Const. 23/11/2023 (Shift-III)
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	 (a)	 jks (Row)	 (b)	 'khV (Sheet)
	 (c)	 Vscy (Table)	 (d)	 dkWye (Column)
	 67.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ekbØkslkWÝV ,Dlsy 

(Microsoft Excel) esa VkbVy ckj dk mi;ksx fdl fy, fd;k 
tkrk gS\

Delhi Police Const. 23/11/2023 (Shift-III)
	 (a)	 fdlh dkWye (Column) dk VkbVy çnf'kZr djus osQ fy,
	 (b)	 fdlh iafDr (Row) dk VkbVy çnf'kZr djus osQ fy,
	 (c)	 fdlh 'khV (Sheet) dk VkbVy çnf'kZr djus osQ fy,
	 (d)	 fdlh odZcqd (Workbook) dk VkbVy çnf'kZr djus osQ fy,
	 68.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fnukad ntZ djus osQ fy, 

fuEufyf•r esa ls dkSu&lk flaVsDl lgh gS\
Delhi Police Const. 24/11/2023 (Shift-I)

	 (a)	 =DATE(year,day,month)
	 (b)	 =DATE(month,day, year)
	 (c)	 =DATE(day,year,month)
	 (d)	 =DATE(year,month,day)
	 69.	 ekbØkslkWÝV ,Dlsy (Microsoft Excel) esa] ;fn vki orZeku esa 

lsy D4 esa gSa vkSj ,aVj dh (Enter key) nckrs gSa] rks vki fdl 
lsy esa pys tk,axs\

Delhi Police Const. 24/11/2023 (Shift-I)
	 (a)	 lsy D5 esa	 (b)	 lsy C4 esa
	 (c)	 lsy E4 esa	 (d)	 lsy D3 esa
	 70.	 ,e,l ,Dlsy 365 LizsM'khV esa fuEufyf[kr esa ls dkSu ,d iw.kZ lsy 

lanHkZ gSA
Delhi Police Const. 24/11/2023 (Shift-I)

	 (a)	 A1	 (b)	 $A1
	 (c)	 $A$1	 (d)	 A$1
	 71.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy 365 

(MS Excel 365) esa iw.kZ uke dks çFke uke vkSj vafre uke esa 
foHkkftr djosQ vyx&vyx dkWye esa oSQls çnf'kZr fd;k tk ldrk 
gS\

Delhi Police Const. 24/11/2023 (Shift-II)
	 (a)	 MsVk osfyMs'ku iQhpj dk mi;ksx djosQ

	 (b)	 TET iQaD'ku dk mi;ksx djosQ

	 (c)	 CONCATENATE iQaD'ku dk mi;ksx djosQ

	 (d)	 VsDLV Vq dkWye iQhpj dk mi;ksx djosQ
	 72.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

dkSu&lk dhcksMZ 'kkWVZdV 'Open' Mk;ykWx ckWDl vksiu djsxk] tgk¡ 
vki LçsM'khV iQkby osQ yksosQ'ku dks usfoxsV dj ldrs gSa vkSj bls 
vksiu dj ldrs gSa\

Delhi Police Const. 24/11/2023 (Shift-II)
	 (a)	 Shift + Alt + O	 (b)	 Ctrl + Shift + O
	 (c)	 Alt + O	 (d)	 Ctrl + O
	 73.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

dkSu&lk fpÉ lnSo fdlh iQkWeZwys dk igyk Hkkx gksrk gS vkSj mlosQ 
ckn ,d O;atd gksrk gS tks eku dh x.kuk djrk gS\

Delhi Police Const. 24/11/2023 (Shift-II)

	 (a)	 / (fMohtu)	 (b)	 = (bDoy Vq)
	 (c)	  + (,fM'ku)	 (d)	 – (lcVªSD'ku)
	 74.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] odZ'khV ij] vafre lsy 

ij lcls nk;sa ç;qDr LrEHk dh lcls fupyh ç;qDr iafDr ij tkus 
dk 'kkWVZdV D;k gS\

Delhi Police Const. 24/11/2023 (Shift-III)
	 (a)	 Ctrl + Home	 (b)	 Shift + Home
	 (c)	 Ctrl + End	 (d)	 Shift +  End
	 75.	 ,e,l ,Dlsy (MS Excel) esa SUMIF() iQaD'ku fy•us osQ fy, 

lgh flaVsDl dkSu&lk gS\
Delhi Police Const. 24/11/2023 (Shift-III)

	 (a)	 SUMIF(range, criteria.[sum range])
	 (b)	 SUMIF(criteria)
	 (c)	 SUMIF(range)
	 (d)	 SUMIF(range, criteria)
	 76.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ekbØkslkWÝV ,Dlsy 

(Microsoft Excel) esa dkSu&lk fodYi vkidks lsysDVsM VsDLV 
;k lsy dks ,d vyx odZ'khV ;k odZcqd esa ewo djus dh lqfo/k 
nsrk gS\

Delhi Police Const. 24/11/2023 (Shift-III)
	 (a)	 dkWih (Copy)	 (b)	 dV (Cut)
	 (c)	 ewo (Move)	 (d)	 fçaV (Print)
	 77.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] p;fur VsDLV dh iQkWUV 

'kSyh vkSj lkbt oSQls cny ldrs gSa\
Delhi Police Const. 28/11/2023 (Shift-I)

	 (a)	 p;fur VsDLV ij ,d u;k lsy LVkby ykxw djsaA
	 (b)	 VsDLV ij jkbV&fDyd djsa vkSj ^iQkWUV* pqusaA
	 (c)	 'Ctrl + F' 'kkWVZdV dh ,d lkFk nck,¡A
	 (d)	 ^gkse* VSc dks ,Dlsl djsa] ^iQkWUV* xzqi dk mi;ksx djsaA
	 78.	 odZ'khV esa] ,d dkWye esa fo|kfFkZ;ksa osQ vadksa dh ,d lwph gSA 90 

ls vf/d vad çkIr djus okys fo|kfFkZ;ksa dh la[;k dh x.kuk osQ 
fy, ,Dlsy 365 (Excel 365) osQ fdl iQaD'ku dk mi;ksx fd;k 
tkuk pkfg,\

Delhi Police Const. 28/11/2023 (Shift-I)
	 (a)	 COUNTIF	 (b)	 COUNT
	 (c)	 COUNTA	 (d)	 COUNTBLANK
	 79.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy (MS 

Excel) esa] osQVsxjh use yacs gksus ij ;k fdlh le; vof/ esa MsVk 
dh rqyuk djrs le;] fuEufyf•r esa ls fdl pkVZ dk mi;ksx fd;k 
tkrk gS\

Delhi Police Const. 28/11/2023 (Shift-II)
	 (a)	 ckj pkVZ (Bar Chart)
	 (b)	 ikbZ pkVZ (Pie Chart)
	 (c)	 dkWye pkVZ (Column Chart)
	 (d)	 ykbu pkVZ (Line Chart)
	 80.	 ,e,l ,Dlsy 365 (MS Excel 365) esa ge laiw.kZ dkWye dks 

fdl çdkj gkbykbV djrs gSa\
Delhi Police Const. 28/11/2023 (Shift-II)
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	 (a)	 'Ctrl + H' nckdj
	 (b)	 'Ctrl + F' nckdj
	 (c)	 'Ctrl + Space Bar' nckdj
	 (d)	 'Ctrl + Enter' nckdj
	 81.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] vki MsVk dks vkjksgh ;k 

vojksgh Øe esa fdl çdkj lkWVZ dj ldrs gSa\
Delhi Police Const. 28/11/2023 (Shift-II)

	 (a)	 Data –> Find	 (b)	 Data –> Form
	 (c)	 Data –> Sort	 (d)	 Data –> Select
	 82.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls dkSu 

lk fodYi ,e,l ,Dlsy (MS Excel) esa lsy A1 dks fufnZ"V 
djus okys ,ClksY;wV jsiQjsal dk ,d mnkgj.k gS\

Delhi Police Const. 28/11/2023 (Shift-III)
	 (a)	 A1	 (b)	 $A$1
	 (c)	 1A	 (d)	 @A1
	 83.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] dkSu&lk ekbØkslkWÝV 

,Dlsy O;w vkidks fçaV djus ls igys ;g ns•us nsrk gS fd fçaV dh 
xbZ odZ'khV okLro esa oSQlh fn•sxh\

Delhi Police Const. 28/11/2023 (Shift-III)
	 (a)	 ist ysvkmV O;w (Page Layout View)
	 (b)	 ukWeZy O;w (Normal View)
	 (c)	 iQqy LØhu O;w (Full Screen View)
	 (d)	 fçaV fçO;w (Print Preview)
	 84.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

dkSu&lk fodYi ,e,l ,Dlsy (MS-Excel) esa ekStwnk LçsM'khV 
dks vksiu djus osQ fy, lgh gS\

Delhi Police Const. 28/11/2023 (Shift-III)
	 (a)	 gkse (Home) VSc ij fDyd djsa << U;w (New) ij fDyd 

djsa

	 (b)	 iQkby (File) VSc ij fDyd djsa << vksiu (Open) ij fDyd 
djsa

	 (c)	 gkse (Home) VSc ij fDyd djsa << vksiu (Open) ij 
fDyd djsa

	 (d)	 iQkby (File) VSc ij fDyd djsa << U;w (New) ij fDyd 
djsa

	 85.	 ekbØkslkWÝV ,Dlsy 365 (Microsoft Excel 365 ) esa odZcqd 
dh ifjHkk"kk D;k gS\

Delhi Police Const. 29/11/2023 (Shift-I)
	 (a)	 odZcqd] CykWdksa (Blocks) dk ,d lewg gSA
	 (b)	 odZcqd] odZ'khV~l (Worksheets) dk ,d lewg gSA
	 (c)	 odZcqd] iafDr;ksa (Rows) dk ,d lewg gSA
	 (d)	 odZcqd] lsYl (Cells) dk ,d lewg gSA
	 86.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ge fçaV çhO;w (Print 

Preview) esa ist vksfj,aVs'ku fdl çdkj cny ldrs gSa\
Delhi Police Const. 29/11/2023 (Shift-I)

	 (a)	 twe (Zoom) dk mi;ksx djosQ
	 (b)	 'kks ekftZUl (Show Margins) dk mi;ksx djosQ
	 (c)	 ist lsVvi (Page Setup) Mk;ykWx ckWDl dk mi;ksx djosQ
	 (d)	 fçaV (Print) Mk;ykWx ckWDl dk mi;ksx djosQ

	 87.	 ,e,l ,Dlsy 365 (MS Excel 365)esa] ,e,l ,Dlsy esa 
fuEufyf•r esa ls dkSu lk pkVZ çdkj MsVk osQ fofHkUu enksa dh rqyuk 
djrk gS] tks le; dh vof/ esa cnyrs gSa vkSj Jsf.k;ksa dks {kSfrt 
v{k vkSj ewY;ksa dks ÅèokZ/j v{k esa O;ofLFkr fd;k tkrk gS\

Delhi Police Const. 29/11/2023 (Shift-I)
	 (a)	 ikbZ pkVZ (Pie Chart)
	 (b)	 ckj pkVZ (Bar Chart)
	 (c)	 dkWye pkVZ (Column Chart)
	 (d)	 ykbu pkVZ (Line Chart)
	 88.	 ekbØkslkWÝV ,Dlsy 365 (Microsoft Excel 365) esa] fuEufyf•r 

esa ls dkSu lk dhcksMZ 'kkWVZdV vkidks dk;ZiqfLrdk dks lgstus esa 
l{ke cukrk gS\

Delhi Police Const. 29/11/2023 (Shift-II)
	 (a)	 Ctrl + S	 (b)	 Ctrl + F
	 (c)	 Ctrl + G	 (d)	 Ctrl + A
	 89.	 MS Excel 365 esa] fdlh fof'k"V lsy ij ykxw lw=k dks çnf'kZr 

djus osQ fy, fuEufyf•r esa ls fdl iQaD'ku dk mi;ksx fd;k tk 
ldrk gS\

Delhi Police Const. 29/11/2023 (Shift-II)
	 (a)	 =FORMULATEXT(Cell_Reference)
	 (b)	 =RETFORMULA(Cell_ Reference)
	 (c)	 =TEXTFORMULA(Cell _Reference)
	 (d)	 =CALLFORMULA(Cell _Reference)
	 90.	 MS Excel 365 esa] MS-Excel odZ'khV esa laiknu eksM l{ke 

djus osQ fy,] gesa fuEu dk;Z djuk pkfg,%
Delhi Police Const. 29/11/2023 (Shift-II)

	 (a)	 File > Advanced > Editing options > Options
	 (b)	 File > Advanced > Editing options
	 (c)	 File > Options > Editing options
	 (d)	 File > Options > Advanced > Editing options
	 91.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,Dlsy (Excel) esa daVsaV 

dks fiQV djus osQ fy, dkWye dh pkSM+kbZ dks Lor% lek;ksftr djus 
dk dhcksMZ 'kkWVZdV (keyboard shortcut) D;k gS\

Delhi Police Const. 29/11/2023 (Shift-III)
	 (a)	 ALT + H fiQj O vkSj fiQj I
	 (b)	 Ctrl + W
	 (c)	 Ctrl + Spacebar (Ctrl + Lislckj)
	 (d)	 Ctrl + A
	 92.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ;fn vki fdlh iafDr 

(row) dh Å¡pkbZ 0 ('kwU;) lsV djrs gSa] rks iafDr dk D;k gksrk 
gS\� Delhi Police Const. 29/11/2023 (Shift-III)

	 (a)	 ;g fMiQkWYV Å¡pkbZ lsV djrk gSA
	 (b)	 ;g vafre çfo"V eku ij okil vk tkrk gSA
	 (c)	 ;g ,d nwljs eku osQ fy, dgrk gSA
	 (d)	 ;g iafDr dks gkbM dj nsrk gSA
	 93.	 LçsM'khV lkWÝVos;j esa fuEufyf•r esa ls dkSu&ls lw=k dk mi;ksx lsy 

dh Js.kh esa vf/dre eku Kkr djus osQ fy, fd;k tk ldrk gS\
Delhi Police Const. 22/11/2023 (Shift-II)
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	 (a)	 MIN()	 (b)	 SUM()
	 (c)	 MAX()	 (d)	 COUNT()
	 94.	 le; osQ lkFk :>ku (trends) çnf'kZr djus osQ fy, fuEufyf•r 

esa ls fdl çdkj dk pkVZ lcls mi;qDr gS\
Delhi Police Const. 28/11/2023 (Shift-I)

	 (a)	 ckj pkVZ (Bar chart)
	 (b)	 ykbu pkVZ (Line chart)
	 (c)	 LoSQVj IykWV (Scatter plot)
	 (d)	 ikbZ pkVZ (Pie chart)
	 95.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fdlh ubZ LçsM'khV dks 

igyh ckj lso djus osQ fy, çk;% fdl vkWI'ku dk mi;ksx fd;k 
tkrk gS\

Delhi Police Const. 30/11/2023 (Shift-I)
	 (a)	 Save As (lso ,st)
	 (b)	 Close (Dykst)
	 (c)	 Save and New (lso ,aM U;w)
	 (d)	 Save and Print (lso ,aM fçaV)
	 96.	 ekbØkslkWÝV ,Dlsy 365 (Microsoft Excel 365 ) esa] fdl çdkj 

dh lkWfVZax] oSY;w dks lcls NksVs ls lcls cM+s osQ Øe esa j•rh gS\
Delhi Police Const. 30/11/2023 (Shift-I)

	 (a)	 vYiQkU;wesfjd vkWMZj (Alphanumeric Order)
	 (b)	 vlsafMax vkWMZj (Ascending Order)
	 (c)	 fMlsafMax vkWMZj (Descending Order)
	 (d)	 jSaMe vkWMZj (Random Order)
	 97.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy (MS-

Excel) esa lso Mk;ykWx ckWDl •ksyus osQ fy, fuEufyf•r esa ls 
fdldk mi;ksx fd;k tkrk gS\

Delhi Police Const. 30/11/2023 (Shift-I)
	 (a)	 MsVk (Data) –> lso (Save)
	 (b)	 iQkby (File) –> lso (Save)
	 (c)	 O;w (View) –> lso (Save)
	 (d)	 gkse (Home) –> lso (Save)
	 98.	 ekbØkslkWÝV ,Dlsy 365 (Microsoft Excel 365) esa MsVk lkWVZ 

djus dk mís'; D;k gksrk gS\
Delhi Police Const. 30/11/2023 (Shift-II)

	 (a)	 pkVZ vkSj xzkiQ cukuk
	 (b)	 osQoy lsy ij iQkWeZsfVax ykxw djuk
	 (c)	 oSY;w osQ vk/kj ij MsVk dks ,d fof'k"V Øe esa O;ofLFkr djuk
	 (d)	 MsVk osQ vkSlr dh x.kuk djuk
	 99.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

dkSu&lk dhcksMZ 'kkWVZdV vkidks MsVk dkWih djus esa lgk;rk djrk 
gS\

Delhi Police Const. 30/11/2023 (Shift-II)
	 (a)	 Ctrl + C	 (b)	 Ctrl + Z
	 (c)	 Ctrl + Y	 (d)	 Ctrl + X
	100.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy esa 

MsVk isLV djus osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV oqaQth 
(Shortcut key) dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 30/11/2023 (Shift-II)

	 (a)	 Shift + V	 (b)	 Alt + V
	 (c)	 Ctrl + V	 (d)	 Ctrl + C
	101.	 ,e,l ,Dlsy 365 (MS EXCEL 365) esa] iafDr dh ÅapkbZ dks 

eSU;qvy :i ls Lopkfyr :i ls fiQV djus osQ fy, fuEufyf•r 
esa ls fdl dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 30/11/2023 (Shift-III)
	 (a)	 Alt + H + O + H	 (b)	 Alt + O + C + N
	 (c)	 Alt + H + O + A	 (d)	 Alt + O + C + W
	102.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy (MS-

Excel) dh ekStwnk LçsM'khV •ksyus osQ fy, fuEufyf•r esa ls 
dkSu&lh 'kkWVZdV oqaQth (shortcut key) lgh gS\

Delhi Police Const. 30/11/2023 (Shift-III)
	 (a)	 daVªksy (Ctrl) + N nck,¡

	 (b)	 daVªksy (Ctrl) + O nck,¡
	 (c)	 vYVjusV (Alt) + O nck,¡
	 (d)	 vYVjusV (Alt) + N nck,¡
	103.	 ,e,l ,Dlsy 365 esa] fuEufyf•r esa ls dkSu lk lewg ,e,l&,Dlsy 

365 esa fjcu osQ gkse VSc esa bUlVZ vkSj fMyhV dekaM j•rk gS\
Delhi Police Const. 30/11/2023 (Shift-III)

	 (a)	 laiknu (Editing)
	 (b)	 lsy (Cells)
	 (c)	 lajs•.k (Alignment)
	 (d)	 iQkWUV (Font)
	104.	 ,e,l ,Dlsy 365 (MS Excel 365)esa vki fdlh rkjh• esa fnuksa 

dh ,d fof'k"V la[;k oSQls tksM+ ldrs gSa\
Delhi Police Const. 01/12/2023 (Shift-I)

	 (a)	 EDATE iQaD'ku dk mi;ksx djosQ
	 (b)	 DATE iQaD'ku dk mi;ksx djosQ
	 (c)	 WORKDAY iQaD'ku dk mi;ksx djosQ
	 (d)	 DAY iQaD'ku dk mi;ksx djosQ
	105.	 ,e,l ,Dlsy 365 (Microsoft Excel 365) esa VLOOKUP 

iQaD'ku dk mi;ksx eq[; :i ls fuEu osQ fy, fd;k tkrk gS%
Delhi Police Const. 01/12/2023 (Shift-I)

	 (a)	 rkfydk esa eku •kstuk vkSj laxr eku ykSVkuk
	 (b)	 fioV Vscy cukuk
	 (c)	 çfr'kr dh x.kuk djuk
	 (d)	 fdlh Js.kh dk ;ksx Kkr djuk
	106.	 ,e,l ,Dlsy 365 esa] ,e,l ,Dlsy esa fuEufyf•r esa ls dkSu lk 

pkVZ le; dh vof/ esa ifjek.k osQ ifjorZu dks n'kkZrk gS\
Delhi Police Const. 01/12/2023 (Shift-I)

	 (a)	 ,fj;k pkVZ (Area Chart)
	 (b)	 ckj pkVZ (Bar Chart)
	 (c)	 ikbZ pkVZ (Pie Chart)
	 (d)	 ykbu pkVZ (Line Chart)
	107.	 ekbØkslkWÝV ,Dlsy esa ^vuMw* (Undo') dekaM dk mís'; D;k gksrk 

gS\
Delhi Police Const. 01/12/2023 (Shift-II)
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	 (a)	 ;g orZeku odZcqd dks lso djrk gSA
	 (b)	 ;g lsysDVsM lsyksa dh dkWih cukrk gSA
	 (c)	 ;g vafre fu"ikfnr fØ;k dks fjolZ dj nsrk gSA
	 (d)	 ;g ,d ubZ odZ'khV balVZ djrk gSA
	108.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy (MS 

Excel) dk fuEufyf•r esa ls dkSu&lk fodYi] flysDVsM LraHkksa 
(Columns) osQ vk/kj ij MsVk dks vojksgh Øe esa O;ofLFkr 
djsxk\

Delhi Police Const. 01/12/2023 (Shift-II)
	 (a)	 fiQYVj (filter) cVu ij fDyd dhft,
	 (b)	 'Sort Z to A' cVu ij fDyd dhft,
	 (c)	 'Sort A to Z' ij fDyd dhft,
	 (d)	 'Find & Select' ij fDyd dhft,
	109.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fdlh ekStwnk LçsM'khV 

dks •ksyus osQ fy, fuEufyf•r esa ls fdl dh&cksMZ 'kkWVZdV dk 
mi;ksx fd;k tkrk gS\

Delhi Police Const. 01/12/2023 (Shift-II)
	 (a)	 Ctrl + N	 (b)	 Ctrl + O
	 (c)	 Ctrl + I	 (d)	 Ctrl + E
	110.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] COUNT iQaD'ku dk 

mi;ksx ---------- osQ fy, fd;k tkrk gSA
Delhi Police Const. 01/12/2023 (Shift-III)

	 (a)	 MsVklsV esa iafDr;ksa (Rows) dks dkmaV djus
	 (b)	 MsVklsV esa la[;kvksa (Numbers) dks dkmaV djus
	 (c)	 MsVklsV esa vkWCtsDV~l (Objects) dks dkmaV djus
	 (d)	 MsVklsV esa dkWyeksa (Columns) dks dkmaV djus
	111.	 lsy osQ Hkhrj ,d ubZ ykbu ij MsVk ,aVj djus] ykbu czsd ,aVj djus 

osQ fy, ,e,l ,Dlsy 365 (MS Excel 365) esa fuEufyf•r esa 
ls fdl 'kkWVZdV dh (key) dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 01/12/2023 (Shift-III)
	 (a)	 Ctrl + Shift + Enter
	 (b)	 Alt + Enter
	 (c)	 Ctrl + Enter
	 (d)	 Shift + Enter
	112.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

fdl iQhpj esa lsyksa dks muosQ daVsaV dks Lor% gh fiQV djus gsrq 
lek;ksftr djus osQ fy, flLVe dks lsV djuk 'kkfey gksrk gS rkfd 
laiw.kZ tkudkjh fn•kbZ ns losQ\

Delhi Police Const. 01/12/2023 (Shift-III)
	 (a)	 fiQV Vq lsy (Fit to Cell)
	 (b)	 fiQV 'khV vkWu ou ist (Fit Sheet on One Page)
	 (c)	 lsyfoM~Fk (Cellwidth)
	 (d)	 vkWVksfiQV (AutoFit)
	113.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

dkSu&lk dhcksMZ 'kkWVZdV fçaV vkWI'ku vksiu djrk gS\
Delhi Police Const. 02/12/2023 (Shift-I)

	 (a)	 Alt + P	 (b)	 Shift + P
	 (c)	 Ctrl + P	 (d)	 Ctrl + Alt + P

	114.	 ekbØkslkWÝV ,Dlsy 365 (Microsoft Excel 365) esa] dkWye L 
vkSj jks (row) 26 osQ chp çfrPNsnu dk lsy ,Mªsl D;k gksxk\

Delhi Police Const. 02/12/2023 (Shift-I)
	 (a)	 L125	 (b)	 125L
	 (c)	 L26	 (d)	 26L
	115.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] rhljh iafDr vkSj ik¡posa 

dkWye esa fLFkr lsy dk lgh irk (Address) fuEufyf•r esa ls 
dkSu&lk gS\� Delhi Police Const. 02/12/2023 (Shift-I)

	 (a)	 3A	 (b)	 35
	 (c)	 E3	 (d)	 5A
	116.	 ,e,l ,Dlsy 365 esa] fMiQkWYV iafDr ÅapkbZ vkSj dkWye pkSM+kbZ 

Øe'k% gSa%
Delhi Police Const. 02/12/2023 (Shift-II)

	 (a)	 10 and 8.52	 (b)	 15 and 8.43
	 (c)	 20 and 10.51	 (d)	 5 and 10.43
	117.	 ,e,l ,Dlsy 365 (Microsoft Excel 365) esa iQaD'ku D;k gS\

Delhi Police Const. 02/12/2023 (Shift-II)
	 (a)	 lsy osQ fy, VsDLV iQkWeZsfVax fodYi

	 (b)	 pkVZ vkSj xzkiQ cukus osQ fy, fMtkbu Vwy

	 (c)	 LçsM'khV esa ,fues'ku cukus dh fof/

	 (d)	 ,d iwoZfu/kZfjr iQkWeZwyk tks ,d fof'k"V Øe esa ekuksa dk mi;ksx 
djosQ x.kuk djrk gS

	118.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] leksPp js•h ekufp=k 
(contour map) fuEufyf•r esa ls fdl pkVZ dk mnkgj.k gS\

Delhi Police Const. 02/12/2023 (Shift-II)
	 (a)	 ljiQsl pkVZ	 (b)	 jMkj pkVZ
	 (c)	 MksuV pkVZ	 (d)	 LoSQVj pkVZ
	119.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] vki ,e,l ,Dlsy 

(MS Excel) osQ ,d fof'k"V fçaV {ks=k (Specific Print Area) 
dks fdl çdkj lsV dj ldrs gSa\

Delhi Police Const. 02/12/2023 (Shift-III)
	 (a)	 MsVk ij daMh'kuy iQkWeZsfVax vIykbZ djosQ

	 (b)	 LçsM'khV esa iQkWUV dk vkdkj vkSj LVkby (Font Size and 
Style) cnydj

	 (c)	 fçaV lsfVaXl esa ist ekftZu dks lek;ksftr (Adjust) djosQ

	 (d)	 fçaV dh tkus okyh lsyksa dks lsysDV djosQ vkSj fçaV {ks=k (Print 
Area) dks fu/kZfjr djosQ

	120.	 ;fn fdlh la[;k dk dLVe iQkWeZsV xx,xx,xxx gS] rks ekbØkslkWÝV 
,Dlsy 365 (Microsoft Excel 365) esa 4482023 fdl çdkj 
çnf'kZr gksxk\

Delhi Police Const. 02/12/2023 (Shift-III)
	 (a)	 4482,02,3	 (b)	 44,82,023
	 (c)	 448,20,23	 (d)	 4,48,2023
	121.	 ekbØkslkWÝV ,Dlsy 365 (Microsoft Excel 365) esa] lsy esa 

çfo"V fd, x, VsDLV osQ fy, fMiQkWYV vykbuesaV D;k gksrk gS\
Delhi Police Const. 02/12/2023 (Shift-III)
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	 (a)	 lsaVj vykbaM (Center Aligned)
	 (b)	 jkbV vykbaM (Right Aligned)
	 (c)	 tLVhiQkbM (Justified)
	 (d)	 ysÝV vykbaM (Left Aligned)
	122.	 ekbØkslkWÝV ,Dlsy 365 esa] p;fur lsyksa dks dkWih djosQ mUgsa mlh 

odZ'khV esa u, LFkku ij isLV djus osQ fy, fdl dhcksMZ 'kkWVZdV 
dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 03/12/2023 (Shift-I)
	 (a)	 Ctrl + V	 (b)	 Ctrl + C
	 (c)	 Ctrl + D	 (d)	 Ctrl + X
	123.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] vki dkWUVsDLV esU;w ;k 

fjcu vkWI'ku dk mi;ksx fd, fcuk ,Dlsy (Excel) esa fdlh jks 
(Row) dks rqjar oSQls fMyhV dj ldrs gSa\

Delhi Police Const. 03/12/2023 (Shift-I)
	 (a)	 jks (Row) dks lsysDV djosQ vkSj Shift + Delete nckdjA

	 (b)	 jks (Row) dks lsysDV djosQ vkSj Alt + Delete nckdjA

	 (c)	 jks (Row) dks lsysDV djosQ vkSj Ctrl rFkk – (minus) oqaQth 
nckdjA

	 (d)	 jks (Row) dks lsysDV djosQ vkSj Delete oqaQth nckdjA
	124.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ekbØkslkWÝV ,Dlsy osQ 

fdl Feature dk mi;ksx xzkfiQdy fjçstsaVs'ku osQ ekè;e ls MsVk 
dks n`'; :i ls çLrqr djus osQ fy, fd;k tkrk gS\

Delhi Police Const. 03/12/2023 (Shift-II)
	 (a)	 pkVZ (Charts)
	 (b)	 iQkWeZwyk (Formula)
	 (c)	 fioV Vscy (Pivot Table)
	 (d)	 eSØks (Macro)
	125.	 ,e,l ,Dlsy (MS Excel) esa lsYl osQ ,Mªsl osQ laca/ esa 

fuEufyf•r esa ls dkSu&lk dFku xyr gS\
Delhi Police Const. 03/12/2023 (Shift-II)

	 (a)	 igys LraHk (Column) vkSj igyh iafDr (Row) esa lsy] A1 gSA
	 (b)	 nwljs LraHk (Column) vkSj rhljh iafDr (Row) esa lsy] B3 gSA
	 (c)	 ,e,l ,Dlsy esa iafDr;ksa (Rows) dh igpku la[;kvksa }kjk 

dh tkrh gSA
	 (d)	 ,e,l ,Dlsy esa LraHkksa (Columns) dh igpku la[;kvksa }kjk 

dh tkrh gSA
	126.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] ,e,l ,Dlsy (MS 

Excel) LçsM'khV esa nh xbZ iafDr osQ Åij ,d iafDr balVZ djus osQ 
fy, fuEufyf•r esa ls dkSu&lk Øe lgh gS\

Delhi Police Const. 03/12/2023 (Shift-II)
	 (a)	 lsy dks lsysDV djsa << jkbZV fDyd djsa << bUlVZ << ,aVk;j 

dkWye

	 (b)	 lsy dks lsysDV djsa << ysÝV fDyd djsa << bUlVZ << ,aVk;j jks
	 (c)	 lsy dks lsysDV djsa << jkbZV fDyd djsa << bUlVZ << ,aVk;j jks
	 (d)	 lsy dks lsysDV djsa << ysÝV fDyd djsa << bUlVZ << ,aVk;j 

dkWye
	127.	 ,e,l ,Dlsy 365 (MS Excel 365) esa] fuEufyf•r esa ls 

dkSu&lk ,e,l ,Dlsy (MS Excel) esa fdlh iQaD'ku dks fu"ikfnr 
djus osQ fy,] vko';d ewy flaVsDl ;k çrhd gS\

Delhi Police Const. 03/12/2023 (Shift-III)
	 (a)	 :	 (b)	 $
	 (c)	 + 	 (d)	 =
	128.	 ekbØkslkWÝV ,Dlsy 365 (MS Excel 365) esa] daMh'kuy iQkWeZsfVax 

(Conditional Formatting) }kjk fuEufyf•r esa ls D;k ugha 
fd;k tkrk gS\

Delhi Police Const. 03/12/2023 (Shift-III)
	 (a)	 vko';d ugha gksus ij ge daMh'ku fMyhV dj ldrs gSaA
	 (b)	 ge mudks cksYM (Bold) fn•kus osQ fy, vkSj bVSfyd (Italics) 

vIykbZ djus osQ fy, daMh'ku lsV dj ldrs gSaA
	 (c)	 ge fufnZ"V daMh'ku dks iwjk djus osQ fy, iQkWUV ckWMZj vkSj iSVuZ 

iQkWeZsV vIykbZ dj ldrs gSaA
	 (d)	 ge iQkWeZsV esa ,d ls vf/d daMh'ku ,sM dj ldrs gSaA
	129.	 ,e,l ,Dlsy 2010 fjcu ckj esa ………… VSc es gkbM vkWI'ku 

(hide option) ekStwn gksrk gS A
Delhi Police HCM 10/10/2022 (Shift-I)

	 (a)	 O;w (View)	 (b)	 iQkby (File)
	 (c)	 MsVk (Data)	 (d)	 bUlVZ (Insert)
	130.	 ,e,l ,Dlsy 2010 esa…………………iQaD'ku fdlh fLVªax 

(string) esa oSQjsDVj dh oqQy la[;k dk fooj.k nsrk gSA
Delhi Police HCM 10/10/2022 (Shift-I)

	 (a)	 COUNTA	 (b)	 COUNTIF
	 (c)	 LEN	 (d)	 SUM
	131.	 ,e,l ,Dlsy 2010 (MS-Excel 2010) esa …………… iQaD'ku 

osQoy orZeku flLVe fnukad çnku djrk gSA
Delhi Police HCM 10/10/2022 (Shift-I)

	 (a)	 CURRENT	 (b)	 NOW
	 (c)	 YEAR	 (d)	 TODAY
	132.	 ,e,l ,Dlsy 2010 esa ………… dk mi;ksx] 'khV osQ Hkhrj 

dk¡ye dks Nqikus (Hiding) osQ fy, fd;k tkrk- gSA
Delhi Police HCM 10/10/2022 (Shift-I)

	 (a)	 Ctrl + 0	 (b)	 Ctrl + 9
	 (c)	 Alt + 9	 (d)	 Alt + 0
	133.	 ,e,l&,Dlsy 2010 esa ………- dks A ls vkxs uke fn;k x;k gS 

vkSj …………- dks 1 ls vkxs uke fn;k x;k gSA
Delhi Police HCM 10/10/2022 (Shift-I)

	 (a)	 dkWye (Columns)] (jks) rows
	 (b)	 Vscy (Table)] Pivot Table (fioV Vscy)
	 (c)	 pkVZ (Chart)] xzkiQ (Graph)
	 (d)	 iafDr;k¡ (Rows)] dkWye (Columns)
	134.	 …………… odZ'khV foaMks osQ fupys fdukjs dk uke gS] tks 

,e,l&,Dlsy 2010 esa ,Dlsy odZ'khV osQ ckjs esa fofHkUu tkudkjh 
çnf'kZr djrk gSA

Delhi Police HCM 10/10/2022 (Shift-I)
	 (a)	 VkbVy ckj (Title Bar)
	 (b)	 VkLd ckj (Task Bar)
	 (c)	 fjcu (Ribbon)
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	 (d)	 LVsVl ckj (Status Bar)
	135.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa ………… iQkWeZwyk] 

fof'k"V lsy esa la[;kvksa osQ ;ksx dk çkFkfed dk;Z gSA
Delhi Police HCM 10/10/2022 (Shift-II)

	 (a)	 fxurh (COUNT)	 (b)	 ;ksx (SUM)
	 (c)	 biQ (IF)	 (d)	 vkSlr (AVERAGE)
	136.	 ,e,l ,Dlsy 2010 odZ'khV osQ lsy esa ntZ fd, x, la[;kRed 

ekuksa dk fMiQkWYV ,ykbuesaV D;k gS\
Delhi Police HCM 10/10/2022 (Shift-II)

	 (a)	 ysÝV (Left)	 (b)	 lsaVj (Center)
	 (c)	 jkbZV (Right)	 (d)	 tfLViQkbZ (Justify)
	137.	 ,e,l ,Dlsy 2010 esa -……… iQaD'ku] flLVe dh orZeku frfFk 

,oa le; (current system date and time) çnku djrk gSA
Delhi Police HCM 10/10/2022 (Shift-II)

	 (a)	 YEAR	 (b)	 TODAY
	 (c)	 NOW	 (d)	 CURRENT
	138.	 ,e,l ,Dlsy 2010 osQ laca/ esa xyr fodYi dk p;u dhft, A

Delhi Police HCM 10/10/2022 (Shift-II)
	 (a)	 ,e,l ,Dlsy 2010 esa ge F3 dk mi;ksx djosQ iQkby dks 

lso dj ldrs gSaA

	 (b)	 ,e,l ,Dlsy 2010 esa fjcu ckj esa gkse VSc esa lcls vf/d 
mi;ksx fd, tkus okys dekaM gksrs gSa tSls dkWih vkSj isLV djuk] 
lkWVZ djuk vkSj fiQYVj djuk] iQkWeZsV djuk vkfnA

	 (c)	 ,e,l ,Dlsy 2010 esa] Ctrl + F dk mi;ksx 'khV osQ Hkhrj 
VsDLV •kstus esa fd;k tkrk gSA

	 (d)	 Alt + Enter 'kkWVZdV oqaQth (key) dk mi;ksx MS Excel 
2010 esa VsDLV dh ,d ubZ ykbu 'kq: djus ;k odZ'khV lsy 
esa VsDLV dh ykbuksa ;k iSjkxzkiQ osQ chp Lisl dks c<+kus osQ fy, 
fd;k tkrk gSA

	139.	 ,e,l ,Dlsy 2010 esa] ge LØhu ij vfrfjDr LFkku çkIr djus osQ 
fy, fjcu dks dksySIl (Collapse) dj ldrs gSaA fjcu ij dgha 
Hkh jkbV fDyd dhft,] vkSj fiQj dksySIl n fjcu (Collapse the 
Ribbon) dks fDyd dhft, ;k ………… dks nckb,A

Delhi Police HCM 10/10/2022 (Shift-II)
	 (a)	 ALT + F1	 (b)	 ALT + F2
	 (c)	 CTLR + F1	 (d)	 CTLR + F2
	140.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa …………… vkWijs'ku 

dk mi;ksx MsVk dks ,d fo'ks"k Øe esa O;ofLFkr djus osQ fy, fd;k 
tkrk gSA

Delhi Police HCM 10/10/2022 (Shift-III)
	 (a)	 Vscy (TABLE)	 (b)	 lkWVZ (SORT)
	 (c)	 pkVZ (CHART)	 (d)	 fiQYVj (FILTER)
	141.	 O;w VSc (View Tab) ij tkus osQ fy,] ,e,l ,Dlsy (MS Excel 

2010) esa] …………… 'kkWVZdV dh (key) dk mi;ksx fd;k tkrk 
gSA

Delhi Police HCM 10/10/2022 (Shift-III)
	 (a)	 ALT + N	 (b)	 ALT + I
	 (c)	 ALT + A	 (d)	 ALT + W

	142.	 MS Excel 2010 vkSj mlls Åij dh odZ'khV esa ,fMV eksM dks 
buscy djus osQ lanHkZ esa fuEufyf•r esa ls dkSu lk fodYi lgh gS\

Delhi Police HCM 10/10/2022 (Shift-III)
	 (a)	 File ij fDyd djsa > Options ij fDyd djsa > Customized 

Ribbon ij fDyd djsa vkSj Editing options osQ varxZr 
Allow Editing Directly in Cells psd ckWDl (Check 
Box) dks lsysDV djsaA

	 (b)	 File ij fDyd djsa > Options ij fDyd djsa > Advanced 
ij fDyd djsa vkSj Editing Options osQ varxZr Allow 
Editing Directly in Cells psd ckWDl (Check Box) dks 
lsysDV djsaA

	 (c)	 File ij fDyd djsa > Options ij fDyd djsa > Customized 
Ribbon ij fDyd djsa vkSj Allow Editing Directly in 
Cells psd ckWDl (Check Box) dks lsysDV djsaA

	 (d)	 File ij fDyd djsa > Options ij fDyd djsa > Trust 
Center ij fDyd djsa vkSj Allow Editing Directly in 
Cells psd ckWDl (Check Box) dks lsysDV djsa

	143.	 ,e,l ,Dlsy 2010 osQ laca/ esa xyr fodYi dk p;u dhft,A
Delhi Police HCM 10/10/2022 (Shift-III)

	 (a)	 ,e,l ,Dlsy 2010 esa] Ctrl + H dk mi;ksx 'khV osQ Hkhrj 
VsDLV dks çfrLFkkfir (Replace) djus osQ fy, fd;k tkrk gSA

	 (b)	 ,e,l ,Dlsy 2010 esa] fjcu ckj esa gkse VSc (Home Tab) 
esa lcls vf/d mi;ksx fd, tkus okys dekaM gksrs gSa tSls fd 
dkWih vkSj isLV djuk] lkWVZ djuk vkSj fiQYVj djuk] iQkWeZsV 
djuk vkfnA

	 (c)	 Alt + Enter 'kkWVZdV oqaQth (key) dk mi;ksx ,e,l ,Dlsy 
2010 esa fdlh fo'ks"k lsy okys VsDLV esa ,d ubZ ykbu çfo"V 
djus osQ fy, fd;k tkrk gSA

	 (d)	 ,e,l ,Dlsy 2010 esa] Ctrl + R dk mi;ksx 'khV esa VsDLV 
dks çfrLFkkfir (Replace) djus osQ fy, fd;k tkrk gSA

	144.	 tc vki ,e,l ,Dlsy 2010 (MS Excel 2010) odZ'khV esa B3 
ls ysdj] B3 : G9 lsy dh jsat dks lsysDV djrs gSa] rks use ckWDl 
esa D;k çnf'kZr gksxk\

Delhi Police HCM 10/10/2022 (Shift-III)
	 (a)	 G9	 (b)	 G3
	 (c)	 B3	 (d)	 B9
	145.	 ,e,l ,Dlsy 2010 (MS Excel 2010) odZ'khV osQ lsy esa 

vfèkdre fdrus oSQjsDVj Vkbi fd, tk ldrs gSaA
Delhi Police HCM 10/10/2022 (Shift-III)

	 (a)	 1024	 (b)	 256
	 (c)	 32767	 (d)	 16384
	146.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa fof'k"V ekunaMksa osQ 

lkFk ,d jsat esa lsYl dh la[;k dh x.kuk ……………… dk 
mi;ksx djosQ dh tk ldrh gSA

Delhi Police HCM 12/10/2022 (Shift-I)
	 (a)	 COUNT	 (b)	 IF
	 (c)	 COUNTIF	 (d)	 SUM
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	147.	 ,e,l ,Dlsy 2010 ,fIyosQ'ku esa vf/dre twe çfr'krrk fdruh 
gksrh gS\

Delhi Police HCM 12/10/2022 (Shift-I)
	 (a)	 500»	 (b)	 200»
	 (c)	 300»	 (d)	 400»
	148.	 ,e,l ,Dlsy 2010 (MS Excel 2010) osQ Vscy iQhpj osQ 

ekè;e ls cuk, x, Vscy }kjk ;wtj (mi;ksxdrkZ) fofHkUu ekuksa ls 
…………- dks fiQYVj dj ldrs gSaA

Delhi Police HCM 12/10/2022 (Shift-I)
	 (a)	 fiQYVj (Filter)	 (b)	 lsy (Cell)
	 (c)	 dkWye (Column)	 (d)	 jks (Rows)
	149.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa ………- iQaD'ku dh 

(key) dk mi;ksx lsy dks laikfnr (,fMV) djus osQ fy, fd;k 
tkrk gSA

Delhi Police HCM 12/10/2022 (Shift-I)
	 (a)	 F3	 (b)	 F1
	 (c)	 F4	 (d)	 F2
	150.	 ,d ekStwnk ,e,l ,Dlsy 2010 odZcqd esa ,d ubZ odZ'khV bUlVZ 

djus osQ fy, fuEufyf•r esa ls dkSu lh 'kkWVZdV dh (shortcut 
key) mi;ksx dh tkrh gS\

Delhi Police HCM 12/10/2022 (Shift-I)
	 (a)	 Shift + F11	 (b)	 Shift + Ctrl + F10
	 (c)	 Shift + F10	 (d)	 Shift + Ctrl + F11
	151.	 ,e,l ,Dlsy 2010 esa ------------------ dk mi;ksx 'khV osQ Hkhrj VsDLV 

dks çfrLFkkfir (Replace) djus osQ fy, fd;k tkrk gSA
Delhi Police HCM 12/10/2022 (Shift-I)

	 (a)	 Ctrl + F	 (b)	 Alt + F
	 (c)	 Alt + R	 (d)	 Ctrl + H
	152.	 ,e,l ,Dlsy 2010 dh bl odZ'khV dks è;ku ls i<+sa vkSj mlosQ 

vuqlkj fuEufyf•r ç'u osQ fy, lcls mi;qDr fodYi pqusaA

A B C D
1 A B C D
2 15 10 5
3 25 15 1
4 100 120 140

		  10 vadh; eku okys lsy dk ,sClksY;qV ,Mªsl (absolute address)
Delhi Police HCM 12/10/2022 (Shift-I)

	 (a)	 B2$	 (b)	 $B$2
	 (c)	 $B2$	 (d)	 &B2&
	153.	 MS Excel 2010 osQ EXACT () iQaD'ku osQ lanHkZ esa fuEufyf•r 

dFku ij fopkj djsaA
	 P:	 ;g nks VsDLV fLVªaXl dh rqyuk djrk gS vkSj ;fn os fcYoqQy 

leku gSa rks TRUE çnf'kZr djrk gSA
	 Q:	 ;g nks VsDLV fLVªaXl dh rqyuk djrk gS vkSj ;fn os fcYoqQy 

leku ugha gSa rks 1 çnf'kZr djrk gSA
	 R:	 ;g nks VsDLV fLVªaXl dh rqyuk djrk gS vkSj ;fn os fcYoqQy 

leku ugha gSa rks FALSE çnf'kZr djrk gSA

		  fuEufyf•r esa ls dkSu lk@ls dFku lR; gS@gSa\
Delhi Police HCM 12/10/2022 (Shift-II)

	 (a)	 osQoy P	 (b)	 osQoy P vkSj Q
	 (c)	 osQoy P vkSj R	 (d)	 P, Q, R lHkh
	154.	 ,e,l ,Dlsy 2010 fjcu ckj esa ……… VSc esa vugkbM 

(Unhide) fodYi ekStwn jgrk gSA
Delhi Police HCM 12/10/2022 (Shift-II)

	 (a)	 MsVk (Data)	 (b)	 iQkby (File)
	 (c)	 bUlVZ (Insert)	 (d)	 O;w (View)
	155.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa fiNyh 'khV ij tkus 

osQ fy, ………… 'kkWVZdV dh (key) dk mi;ksx fd;k tkrk gSA
Delhi Police HCM 12/10/2022 (Shift-II)

	 (a)	 Ctrl + PageUp	 (b)	 Alt + PageUp
	 (c)	 Alt + PageDown	 (d)	 Ctrl + PageDown
	156.	 ,e,l ,Dlsy 2010 esa ----------- lqfo/k gesa vklUu lsyksa osQ ,d 

DyLVj dh lkexzh (la[;kRed eku) tksM+us esa enn djrh gSA
Delhi Police HCM 12/10/2022 (Shift-III)

	 (a)	 AutoFill	 (b)	 AutoSum
	 (c)	 Pivot Table	 (d)	 Charts
	157.	 ,e,l ,Dlsy 2010 esa fjcu ckj esa ------------------ VSc vkidks 

cSdLVst O;w (Backstage View) esa tai djus dh lqfo/k nsrk gS 
ftlesa vko';d iQkby laca/h dekaM vkSj ,Dlsy osQ fodYi gksrs 
gSaA

Delhi Police HCM 12/10/2022 (Shift-III)
	 (a)	 REVIEW	 (b)	 HOME
	 (c)	 FILE	 (d)	 FORMULA
	158.	 ……………… 'kkWVZdV oqaQth dk mi;ksx ,e,l&,Dlsy 2010 

dk;ZiqfLrdk esa vxyh 'khV ij tkus osQ fy, fd;k tkrk gSA
Delhi Police HCM 12/10/2022 (Shift-III)

	 (a)	 Alt + Page Up	 (b)	 Ctrl + PageUp
	 (c)	 Ctrl + PageDown	(d)	 Alt + Page Down
	159.	 MS Excel 2010 dh odZ'khV esa bUlVZ gkbijfyad Mk;ykWx ckWDl 

(Insert Hyperlink Dialogue Box) dks •ksyus osQ fy, 
fuEufyf•r esa ls fdl 'kkWVZdV dh (Key) dk mi;ksx fd;k tkrk 
gS\

Delhi Police HCM 12/10/2022 (Shift-III)
	 (a)	 Ctrl + H	 (b)	 Ctrl + G
	 (c)	 Ctrl + D	 (d)	 Ctrl + K
	160.	 ,e,l ,Dlsy 2010 osQ laca/ esa xyr fodYi dk p;u dhft,A

Delhi Police HCM 13/10/2022 (Shift-I)
	 (a)	 ,e,l ,Dlsy 2010 esa] ge fdlh lsy esa desaV ugha Mky 

ldrs gSA
	 (b)	 ,e,l ,Dlsy 2010 esa] ubZ iQkby dks •ksyus osQ fy, Ctrl + N 

dk mi;ksx fd;k tkrk gSA
	 (c)	 ,e,l ,Dlsy 2010 esa] ge bUlVZ VSc ls ,d Vscy bUlVZ dj 

ldrs gSaA
	 (d)	 ,e,l ,Dlsy 2010 esa] ge F12 dk mi;ksx djosQ iQkby dks 

lso dj ldrs gSaA
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	161.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa ……… ekuksa dks 
jsÚsal (Reference) ;k ,js (Array) esa voyksfdr djrk gSA

Delhi Police HCM 13/10/2022 (Shift-I)
	 (a)	 COUNT	 (b)	 MATCH
	 (c)	 SUM	 (d)	 VLOOKUP
	162.	 ,e,l ,Dlsy 2010 (MS Excel 2010) odZ'khV esa ,d gh lsy 

esa ,d ubZ ykbu vkjaHk djus osQ fy, fuEufyf•r esa ls fdl dhcksMZ 
'kkWVZdV dk mi;ksx fd;k tkrk gS\

Delhi Police HCM 13/10/2022 (Shift-I)
	 (a)	 Ctrl + Enter	 (b)	 Alt + Enter
	 (c)	 Shift + Enter	 (d)	 Tab + Enter
	163.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] igys ls fo|eku 

iQkby dks •ksyus osQ fy, ………… lafØ;k,¡ (vkWijs'ku) dk 
mi;ksx fd;k tkrk gSA

Delhi Police HCM 13/10/2022 (Shift-I)
	 (a)	 NEW	 (b)	 SAVE
	 (c)	 OPEN	 (d)	 SAVE AS
	164.	 ,e,l ,Dlsy 2010 esa ]…………………… lewghÑr oSY;w okyk 

,slk Vscy gS tks ,d ;k vf/d vlrr Jsf.k;ksa osQ Hkhrj fdlh vfr 
foLr`r Vscy osQ vyx&vyx vkbVeksa dk lap; djrk gSA

Delhi Police HCM 13/10/2022 (Shift-II)
	 (a)	 ckj (Bar)
	 (b)	 LçsM'khV (Spreadsheet)
	 (c)	 fioV Vscy (Pivot Table)
	 (d)	 ykbu (Line)
	165.	 ,e,l ,Dlsy 2010 iQkWUV Mk;ykWx ckWDl esa fuEufyf•r esa ls dkSu 

lh iQkWUV LVkby miyC/ ugha gksrh gS\
Delhi Police HCM 13/10/2022 (Shift-II)

	 (a)	 bVSfyd (Italic)	 (b)	 jsxqyj (Regular)
	 (c)	 cksYM (Bold)	 (d)	 lqijcksYM (Superbold)
	166.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa fuEufyf•r O;atd dk 

vkmViqV D;k gS\
		  =9 / 6 * 4 + 3 – 1

Delhi Police HCM 13/10/2022 (Shift-II)
	 (a)	 8	 (b)	 10
	 (c)	 12	 (d)	 6
	167.	 lsy (cell) osQ laca/ esa xyr fodYi pqusa%

Delhi Police HCM 13/10/2022 (Shift-II)
	 (a)	 lsy (Cell) esa iQkWeZsfVax fo'ks"krk,¡ gks ldrh gSa tks v{kjksa] 

la[;kvksa vkSj frfFk;ksa osQ çnf'kZr gksus osQ rjhosQ cny nsrh gSaA

	 (b)	 lsy (Cell) esa VsDLV gks ldrk gS] tSls v{kj] la[;k,a vkSj 
frfFk;ka A

	 (c)	 lsy (Cell) esa VsDLV gks ldrk gS] tSls v{kj] la[;k,a] ysfdu 
frfFk ughaA

	 (d)	 vkiosQ }kjk LçsM'khV esa çfo"V dh xbZ dksbZ Hkh tkudkjh ,d 
lsy (Cell) esa laxzghr dh tk,xhA

	168.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] p;fur VsDLV dks cksYM 
djus osQ fy, fdl 'kkWVZdV dh (key) dk mi;ksx fd;k tkrk gS\

Delhi Police HCM 13/10/2022 (Shift-III)
	 (a)	 Ctrl + B	 (b)	 Shift + 0
	 (c)	 Shift + B	 (d)	 Ctrl + 0
	169.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa la[;k dks mlls 

NksVs fudVre iw.kkZafdr eku esa ykus (Rounding the Number 
Down) osQ fy, ------------ iQaD'ku dk mi;ksx fd;k tkrk gSA

Delhi Police HCM 13/10/2022 (Shift-III)
	 (a)	 CEILING	 (b)	 FLOOR
	 (c)	 IF	 (d)	 COUNTIF
	170.	 ,e,l ,Dlsy 2010 esa fdlh jks (Row) dks lsysDV djus osQ 

fy,………… 'kkWVZdV oqaQth (Key) dk mi;ksx fd;k tkrk gSA
Delhi Police HCM 13/10/2022 (Shift-III)

	 (a)	 ALT + Enter	 (b)	 Ctrl + Enter
	 (c)	 Ctrl + Spacebar	 (d)	 Shift + Spacebar
	171.	 fuEufyf•r esa ls dkSu lk ,e,l ,Dlsy 2010 esa ,d iQaD'ku ugha 

gS\
Delhi Police HCM 14/10/2022 (Shift-I)

	 (a)	 Average()	 (b)	 Sum()
	 (c)	 Avg()	 (d)	 Max()
	172.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa ------------------- 'kkWVZdV 

dh (Key) dk mi;ksx MsVk VSc ij tkus osQ fy, fd;k tkrk gSA
Delhi Police HCM 14/10/2022 (Shift-I)

	 (a)	 ALT + F	 (b)	 ALT + N
	 (c)	 ALT + A	 (d)	 ALT + I
	173.	 ,e,l ,Dlsy 2010 esa] MsVk Vscy ij ------------------- vkWijs'ku dk 

mi;ksx osQoy mu jks (Rows) dks çnf'kZr djus osQ fy, fd;k tkrk 
gS tks oqQN 'krks± dks iwjk djrh gSa vkSj vU; jks (Rows) fNih gksrh 
gSaA

Delhi Police HCM 14/10/2022 (Shift-I)
	 (a)	 Vscy (TABLE)	 (b)	 'kkWVZ (SORT)
	 (c)	 pkVZ (CHART)	 (d)	 fiQYVj (FILTER)
	174.	 ,e,l ,Dlsy 2010 es ……………………-- dk mi;ksx 'khV osQ 

Hkhrj VsDLV •kstus esa fd;k tkrk gSA
Delhi Police HCM 14/10/2022 (Shift-I)

	 (a)	 Alt + F	 (b)	 Ctrl + F
	 (c)	 Ctrl + T	 (d)	 Alt + R
	175.	 ,e,l ,Dlsy 2010 (MS Excel 2010) 'khV esa] VsDLV vksojÝyks 

leL;k okys lsy dks ………… }kjk Bhd fd;k tk ldrk gSA
Delhi Police HCM 14/10/2022 (Shift-II)

	 (a)	 VsDLV vykbfuax (Text Aligning)
	 (b)	 VsDLV cfEiax (Text Bumping)
	 (c)	 VsDLV eftZax (Text Merging)
	 (d)	 VsDLV jSfiax (Text Wrapping)
	176.	 ,e,l ,Dlsy 2010 (MS Excel 2010) osQ laca/ esa xyr fodYi 

pqusaA
Delhi Police HCM 14/10/2022 (Shift-II)

	 (a)	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] ge fdlh lsy 
(Cell) esa desaV çfo"V dj ldrs gSaA
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	 (b)	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] ge bUlVZ VSc ls 
Vscy çfo"V dj ldrs gSaA

	 (c)	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] ge F12 dk 
mi;ksx djosQ iQkby dks lso dj ldrs gSaA

	 (d)	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] ,d ubZ fjDr 
(CySad) iQkby •ksyus osQ fy, Ctrl + O dk mi;ksx fd;k 
tkrk gSA

	177.	 lsy A5 esa Vkbi fd, x, ,d iQkWeZwyk = A3 + B4 ij fopkj djsaA 
;fn lsy A5 dks dkWih fd;k tkrk gS vkSj lsy E9 esa isLV fd;k 
tkrk gS] rks lsy E9 esa iQkWeZwyk D;k gksxk\

Delhi Police HCM 14/10/2022 (Shift-II)
	 (a)	 =E8 + F7	 (b)	 =E7 + F8
	 (c)	 =A3 + B4	 (d)	 =B4 + C5
	178.	 ,e,l ,Dlsy 2010 fjcu ckj esa] ………… VSc esa lcls vf/d 

mi;ksx fd, tkus okys dekaM gksrs gSa tSls dkWih vkSj isLV djuk] 
lkWVZ djuk vkSj fiQYVj djuk] iQkWeZsV djuk vkfnA

Delhi Police HCM 14/10/2022 (Shift-II)
	 (a)	 fjO;q (REVIEW)	 (b)	 iQkby (FILE)
	 (c)	 gkse (HOME)	 (d)	 iQkWeZwyk (FORMULA)
	179.	 ,e,l ,Dlsy 2010 (MS Excel 2010) osQ fjcu esa ekStwn] 

………… dk mi;ksx odZ'khV esa fofHkUu vkWCtsDV~l tSls fd fp=k]
pkVZ] fioV Vscy] gkbijfyad] fo'ks"k flacy] lehdj.k] gsMj vkSj 
iQqVj dks tksM+us osQ fy, fd;k tkrk gSA

Delhi Police HCM 14/10/2022 (Shift-II)
	 (a)	 iQkWeZwyk (FORMULA)
	 (b)	 iQkby (FILE)
	 (c)	 MkVk (DATA)
	 (d)	 bUlVZ (INSERT)
	180.	 ,e,l ,Dlsy 2010 esa laiw.kZ odZ'khV (Worksheet) dks lsysDV 

djus osQ fy, ………… 'kkWVZdV oqaQth (key)dk mi;ksx fd;k 
tkrk gSA

Delhi Police HCM 14/10/2022 (Shift-II)
	 (a)	 Ctrl + R	 (b)	 Ctrl + A
	 (c)	 Shift + R	 (d)	 ALT + A
	181.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa]………… dk mi;ksx 

MsVk osQ fdlh Hkh lsV dk vkys•h fu:i.k djus osQ fy, fd;k tkrk 
gSA

Delhi Police HCM 14/10/2022 (Shift-III)
	 (a)	 jks (Rows)	 (b)	 dkWyEl (Columns)
	 (c)	 Vscy (Table)	 (d)	 pkV~lZ (Charts)
	182.	 ,e,l ,Dlsy 2010 fjcu ckj esa ………………- VSc esa iQaD'ku 

Mkyus] uke ifjHkkf"kr djus vkSj x.kuk laca/h fodYiksa dks fu;af=kr 
djus osQ fy, Vwy gksrs gSaA

Delhi Police HCM 14/10/2022 (Shift-III)
	 (a)	 iQkby (FILE)
	 (b)	 fjO;q (REVIEW)
	 (c)	 ist ysvkmV (PAGE Layout)
	 (d)	 iQkWeZwyk (FORMULA)

	183.	 ,e,l ,Dlsy 2010 esa dkWye lsysDV djus osQ fy, ------------ 
'kkWVZdV oqaQth (key) dk mi;ksx fd;k tkrk gSA

Delhi Police HCM 14/10/2022 (Shift-III)
	 (a)	 Ctrl + Spacebar	 (b)	 Ctrl + Enter
	 (c)	 Alt + Enter	 (d)	 Shift + Spacebar
	184.	 fuEufyf•r esa ls fdl ,e,l ,Dlsy 2010 iQaD'ku dk mi;ksx 

VsDLV osQ :i esa laxzghr fnukad dks ml lhfj;y uacj esa duoVZ 
djus osQ fy, fd;k tkrk gS ftls ,Dlsy fnukad osQ :i esa igpkurk 
gS

Delhi Police HCM 17/10/2022 (Shift-I)
	 (a)	 DATEVALUE()
	 (b)	 EDATE()
	 (c)	 NETWORKDAYS()
	 (d)	 TODAY()
	185.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] nks ;k nks ls vf/d 

xSj&vklUu odZ'khV dks lsysDV djus osQ fy,] igyh odZ'khV osQ VSc 
ij fDyd djsa] fiQj tc vki vU; 'khV ftls lsysDV djuk pkgrs 
gS] osQ VSc ij fDyd djosQ vius dh&cksMZ ij …………… dh 
(key) nck, j•saA

Delhi Police HCM 17/10/2022 (Shift-I)
	 (a)	 daVªksy (Ctrl)	 (b)	 VSc (Tab)
	 (c)	 LosQi (Esc)	 (d)	 vkYV (Alt)
	186.	 ,e,l ,Dlsy 2010 (MS Excel 2010) osQ laca/ esa xyr fodYi 

dk p;u djsaA
Delhi Police HCM 17/10/2022 (Shift-I)

	 (a)	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] ge F2 dk 
mi;ksx djosQ iQkby dks lso dj ldrs gSaA

	 (b)	 ,e,l ,Dlsy 2010 (MS-Excel 2010 ) esa] ekStwnk iQkby 
dks •ksyus osQ fy, Ctrl + O dk mi;ksx fd;k tkrk gSA

	 (c)	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa ge fdlh lsy 
(cell) esa desaV bUlVZ dj ldrs gSa

	 (d)	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] ge bUlVZ VSc ls 
Vscy bUlVZ dj ldrs gSa

	187.	 tc MS-Excel 2010 dh odZ'khV esa fdlh lsy dh lkexzh dks 
laikfnr fd;k tk jgk gks] rks lsy uacj ----------------- esa çnf'kZr gksrk 
gSA

Delhi Police HCM 17/10/2022 (Shift-II)
	 (a)	 use ckWDl (Name Box)
	 (b)	 iQkWeZwyk ckj (Formula Bar)
	 (c)	 LVsVl ckj (Status Bar)
	 (d)	 fjcu (Ribbon)
	188.	 ,e,l ,Dlsy 2010 (MS-Excel 2010) esa fuEufyf•r esa ls 

dkSu lh ,d xyr ?kks"k.kk gS\
Delhi Police HCM 17/10/2022 (Shift-II)

	 (a)	 =TIMEVALUE("22-Aug-2011 6:35 AM")
	 (b)	 =TIMEVALUE("2:24 AM")
	 (c)	 =TIMEVALUE("Wednesday, September 7,2022 

6:35 AM")
	 (d)	 =TIMEVALUE("9/7/2022 6:35 AM")
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	189.	 fuEufyf•r esa ls dkSu lk MS-Excel 2010 esa ,d iQaD'ku gS\
Delhi Police HCM 17/10/2022 (Shift-II)

	 (a)	 ADD	 (b)	 SUM
	 (c)	 FORMULA	 (d)	 RANGE
	190.	 ,e,l&,Dlsy 2010 esa ikapoha iafDr vkSj ikaposa dkWye osQ çfrPNsnu 

ij lsy dk irk D;k gS\
Delhi Police HCM 17/10/2022 (Shift-II)

	 (a)	 5E	 (b)	 $E$5
	 (c)	 $E5$ 	 (d)	 E5
	191.	 ,e,l ,Dlsy 2010 osQ fjcu ckj esa gsMj (Header) vkSj iQqVj 

(Footer) fodYi ----------VSc esa mifLFkr gksrs gSA
Delhi Police HCM 17/10/2022 (Shift-III)

	 (a)	 MkVk (Data)	 (b)	 bUlVZ (Insert)
	 (c)	 O;w (View)	 (d)	 iQkby (File)
	192.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] fuEu O;atd dk eku 

D;k gksxk\
		  = 22–12/3/2+4

Delhi Police HCM 17/10/2022 (Shift-III)
	 (a)	 8	 (b)	 20
	 (c)	 26	 (d)	 24
	193.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa igys ls ekStwn iQkby 

dks •ksyus osQ fy, ---------------- dk mi;ksx fd;k tkrk gS
Delhi Police HCM 17/10/2022 (Shift-III)

	 (a)	 vksiu (Open)	 (b)	 U;w (New)
	 (c)	 lso ,t (Save As)	 (d)	 lso (Save)
	194.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] ………… vkWijs'ku 

dk mi;ksx igys ls lso dh xbZ iQkby dks fdlh fHkUu uke ls lso 
djus osQ fy, fd;k tkrk gSA

Delhi Police HCM 18/10/2022 (Shift-I)
	 (a)	 lso ,t (Save As)	 (b)	 vksiu (Open)
	 (c)	 lso (Save)	 (d)	 U;w (New)
	195.	 fuEufyf•r dFkuksa ij fopkj djsaA
	 P:	 ml lsy ij Mcy&fDyd djsa ftlesa og MkVk gS ftls vki 

,fMV djuk pkgrs gSaA
	 Q:	 ml lsy ij fDyd djsa ftlesa og MkVk gS ftls vki ,fMV 

djuk pkgrs gSa] vkSj fiQj F2 nck,aA
	 R:	 ml lsy ij fDyd djsa ftlesa og MkVk gS ftls vki ,fMV 

djuk pkgrs gSa] vkSj fiQj f'kÝV dh (Shift key) nck,aA
	 S:	 ml lsy ij fDyd djsa ftlesa og MkVk gS ftls vki ,fMV 

djuk pkgrs gSa] vkSj fiQj daVªksy dh (Ctrl key) nck,aA
		  ,e,l ,Dlsy 2010 odZ'khV osQ ,fMV eksM esa dk;Z vkjaHk djus osQ 

laca/ esa fuEufyf•r esa ls dkSu lk dFku lgh gS\
Delhi Police HCM 18/10/2022 (Shift-I)

	 (a)	 P,Q,R,S lHkh	 (b)	 osQoy P
	 (c)	 osQoy P,Q,R	 (d)	 osQoy P, Q
	196.	 ,e,l ,Dlsy 2010 osQ fjcu ckj esa ……… VSc]odZ'khV O;w]

Úhftax iSu] ns•us vkSj dbZ foaMks dks O;ofLFkr djus osQ chp fLop 
djus osQ fy, dekaM çnku djrk gSA

Delhi Police HCM 18/10/2022 (Shift-I)

	 (a)	 gkse (HOME)	 (b)	 iQkWeZwyk (FORMULA)
	 (c)	 O;w (VIEW)	 (d)	 fjO;q (REVIEW)
	197.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa fjO;w (review) VSc 

•ksyus osQ fy, ----------- 'kkWVZdV dh (key) mi;ksx fd;k tkrk gSA
Delhi Police HCM 18/10/2022 (Shift-I)

	 (a)	 ALT + I	 (b)	 ALT + A
	 (c)	 ALT + N	 (d)	 ALT + R
	198.	 ,e,l ,Dlsy 2010 esa ------------- iQaD'ku] fdlh VsDLV oSY;w osQ 

çR;sd 'kCn osQ igys v{kj dks oSQfiVy dj nsrk gSA
Delhi Police HCM 18/10/2022 (Shift-I)

	 (a)	 ysu (LEN)	 (b)	 vij (UPPER)
	 (c)	 yksvj (LOWER)	 (d)	 çksij (PROPER)
	199.	 ,e,l ,Dlsy 2010 (MS Excel 2010) osQ fjcu ckj esa ekStwn 

………… VSc] vkidks orZuh dh tkap djus] ifjorZuksa dks VªSd 
djus] desaV vkSj uksV~l fy•us] odZ'khVksa vkSj odZcqdksa dks lqfj{kr 
djus dh vuqefr nsrk gSA

Delhi Police HCM 18/10/2022 (Shift-I)
	 (a)	 MkVk (Data)	 (b)	 iQkWeZwyk (Formula)
	 (c)	 iQkby (File)	 (d)	 fjO;q (Review)
	200.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] iafDr;ksa (rows) dh 

igpku fuEu esa ls fdlosQ }kjk dh tkrh gS\
Delhi Police HCM 18/10/2022 (Shift-II)

	 (a)	 1, 2, 3	 (b)	 @. $, %
	 (c)	 *, &, ^	 (d)	 A, B, C
	201.	 ,e,l ,Dlsy 2010 esa ……… dk mi;ksx MsVk dks ckj vkSj ykbuksa 

osQ :i esa n'kkZus osQ fy, fd;k tkrk gSA
Delhi Police HCM 18/10/2022 (Shift-II)

	 (a)	 fiQYVj (Filter)	 (b)	 'kkVZ (Sort)
	 (c)	 pkVZ (Chart)	 (d)	 Vscy (Table)
	202.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] ………… dk mi;ksx 

rc fd;k tkrk gS] tc vki lsy jsiQjsal dks fof'k"V lsy ij fiQDl 
djuk pkgrs gSaA

Delhi Police HCM 18/10/2022 (Shift-II)
	 (a)	 ,sClksY;wV lsy jsiQjsal (Absolute Cell Reference)
	 (b)	 feDLM lsy jsiQjsal (Mixed Cell Reference)
	 (c)	 LisflfiQd lsy jsiQjsal (Specific Cell Reference)
	 (d)	 vkVksesfVd lsy jsiQjsal (Automatic Cell Reference)
	203.	 ,e,l ,Dlsy 2010 dh odZ'khV esa jks (Rows) vkSj dkWye 

(Columns) dh la[;k fdruh gksrh gS\
Delhi Police HCM 18/10/2022 (Shift-II)

	 (a)	 1,048,576 jks (Rows) vkSj 65536 dkWye (Columns)
	 (b)	 65536 jks (Rows) vkSj 812 dkWye (Columns)
	 (c)	 65536 jks (Rows) vkSj 16,384 dkWye (Columns)
	 (d)	 1,048,576 jks (Rows) vkSj 16,384 dkWye (Columns)
	204.	 ,e,l ,Dlsy 2010 esa ………… iQaD'ku ;g x.kuk djrk gS fd 

fyLV vkWiQ vkX;ZqesaV~l (List of Arguments) esa fdruh oSY;w gSaA
Delhi Police HCM 18/10/2022 (Shift-II)
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	 (a)	 CEILING	 (b)	 COUNTIF
	 (c)	 IF	 (d)	 COUNTA
	205.	 ---------- ,d Vwy gS ftldk mi;ksx ,e,l ,Dlsy 2010 (MS 

Excel 2010) esa MsVk dh x.kuk] lkjka'k vkSj fo'ys"k.k djus osQ 
fy, fd;k tkrk gS vkSj ;g vkidks vkiosQ MsVk esa rqyuk] iSVuZ vkSj 
#>ku ns•us dh lqfo/k nsrk gSA

Delhi Police HCM 18/10/2022 (Shift-III)
	 (a)	 fjÚsal Vscy (Reference Table)
	 (b)	 daMh'kuy Vscy (Conditional Table)
	 (c)	 fioV Vscy (Pivot Table)
	 (d)	 yqdvi Vscy (Lookup Table)
	206.	 ---------,fIyosQ'ku osQ 'kh"kZre {ks=k dks lanfHkZr djrk gS] ftlesa ,e,l 

,Dlsy 2010 (MS Excel 2010) esa miyC/ esU;w vkbVe vkSj 
Vwyckj 'kkfey gksrs gSaA

Delhi Police HCM 18/10/2022 (Shift-III)
	 (a)	 Title Bar	 (b)	 Ruler Bar
	 (c)	 Ribbon	 (d)	 Task Bar
	207.	 MS Excel 2010 esa uhps fn, x, iQaD'ku fdls fjVuZ djsaxs\ 

=EXACT("Word", "word")
Delhi Police HCM 18/10/2022 (Shift-III)

	 (a)	 1	 (b)	 0
	 (c)	 FALSE	 (d)	 TRUE
	 208	 ,e,l ,Dlsy 2010 esa fx cVu ------------------vkWijs'ku dk fu:i.k 

djrk gSA
Delhi Police HCM 19/10/2022 (Shift-I)

	 (a)	 balVZ iQaD'ku (Insert Function)
	 (b)	 oSaQly (Cancel)
	 (c)	 ,DlsIV@baVj (Accept / Enter)
	 (d)	 iQkWeZsV (Format)
	209.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa fuEufyf•r O;atd dk 

ifj.kke D;k gksxk\
		  = 8/8^2*16

Delhi Police HCM 19/10/2022 (Shift-I)
	 (a)	 16	 (b)	 32
	 (c)	 2	 (d)	 0
	210.	 tc vki ,e,l ,Dlsy 2010 odZ'khV osQ lsy dk p;u (lsysDV) 

djrs gSa vkSj F2 dh (key) nckrs gSa rks D;k gksxk\
Delhi Police HCM 19/10/2022 (Shift-I)

	 (a)	 lsy ,fMfVax eksM esa cny tk,xh] rkfd blosQ daVsaV dks 
la'kksf/r fd;k tk losQ

	 (b)	 lsy osQ cSdxzkmaM dk jax cny tk,xk
	 (c)	 lsy osQ daVsaV osQ iQkWUV dk jax cny tk,xk
	 (d)	 lsy dk daVsaV fMyhV gks tk,xk
	211.	 tc vki ,e,l ,Dlsy 2010 (MS Excel 2010) esa ,d ubZ 

odZcqd vksiu djrs gSa] rks LØhu ij lcls Åij fuEufyf•r esa ls 
D;k fn•kbZ nsrk gS\

Delhi Police HCM 19/10/2022 (Shift-I)
	 (a)	 gkWfjtkWUVy LØkWy ckj (Horizontal Scroll Bar)
	 (b)	 LVsVl ckj (Status Bar)

	 (c)	 oVhZdy LØkWy ckj (Vertical Scroll Bar)
	 (d)	 VkbVy ckj (Title Bar)
	212.	 ,e,l ,Dlsy 2010 (MS Excel 2010) odZcqd esa igyh odZ'khV 

dk fMiQkWYV use (Default Name) D;k gksrk gS\
Delhi Police HCM 19/10/2022 (Shift-I)

	 (a)	 'khV 1 (Sheet1)
	 (b)	 LçsM'khV 1 (Spreadsheet1)
	 (c)	 odZ'khV 1 (Worksheet1)
	 (d)	 MCyw'khV 1 (wsheet1)
	213.	 ,e,l ,Dlsy 2010 (MS Excel 2010) osQ fjcu 

…………………… esa iQaD'ku çfo"V djus] ukeksa dks ifjHkkf"kr 
djus vkSj x.kuk fodYiksa dks fu;af=kr djus osQ fy, Vwy gksrs gSaA

Delhi Police HCM 19/10/2022 (Shift-II)
	 (a)	 fjO;w (Review)	 (b)	 MkVk (Data)
	 (c)	 iQkby (File)	 (d)	 iQkWeZwyk (Formula)
	214.	 ,e,l ,Dlsy 2010 esa ………-- dk mi;ksx] 'khV osQ Hkhrj jks 

(rows) dks fNikus (hiding) osQ fy, fd;k tkrk gSA
Delhi Police HCM 19/10/2022 (Shift-II)

	 (a)	 Alt + 0	 (b)	 Ctrl + 0
	 (c)	 Ctrl + 9	 (d)	 Alt + 9
	215.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] fuEu O;atd dk eku 

D;k gksxk\
		  = 656/4^2

Delhi Police HCM 19/10/2022 (Shift-II)
	 (a)	 21	 (b)	 81
	 (c)	 61	 (d)	 41
	216.	 ,e,l ,Dlsy 2010 (MS Excel 2010) osQ lsy (Cell) ls 

lacaf/r xyr fodYi dk p;u djsaA
Delhi Police HCM 19/10/2022 (Shift-III)

	 (a)	 lsy (Cell) esa VsDLV gks ldrk gS] tSls v{kj] la[;k,a vkSj 
frfFk;ka

	 (b)	 lsy (Cell) osQ irs dks 1] 2] 3 osQ :i esa n'kkZ;k tkrk gSA

	 (c)	 jks (Row) vkSj dkWye osQ baVjlsD'ku dks lsy (Cell) osQ :i 
esa tkuk tkrk gS

	 (d)	 lsy (Cell) osQ irs dks A1] A2] A3 osQ :i esa n'kkZ;k tkrk 
gS

	217.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa dkWye dh igpku 
fuEu esa ls fdlosQ }kjk dh tkrh gS\

Delhi Police HCM 19/10/2022 (Shift-III)
	 (a)	 *, &, ^	 (b)	 1, 2, 3
	 (c)	 A, B, C	 (d)	 @, $, %
	218.	 …………… ,e,l ,Dlsy 2010 esa lcls çpfyr iQaD'ku esa ls 

,d gS] vkSj ;g vkidks fdlh oSY;w vkSj vkidh vis{kk osQ chp 
rkfdZd rqyuk djus dh lqfo/k nsrk gSA

Delhi Police HCM 19/10/2022 (Shift-III)
	 (a)	 COUNTIF	 (b)	 CEILING
	 (c)	 FLOOR	 (d)	 IF
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	219.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa MkWD;wesaV dks tYnh 
ls twe djus osQ fy,] ………… ls ekbul (minus) vkSj Iyl 
(plus) fpÉksa dk mi;ksx fd;k tkrk gSA

Delhi Police HCM 19/10/2022 (Shift-III)
	 (a)	 gkWfjtkWUVy LØkWy ckj (Horizontal scroll bar)
	 (b)	 LVsVl ckj (Status bar)
	 (c)	 VkbVy ckj (Title bar)
	 (d)	 iQkWeZwyk ckj (Formula bar)
	220.	 fuEufyf•r esa ls dkSu lk ,d oS/ ,e,l ,Dlsy 2010 (MS 

Excel 2010) eSFk iQaD'ku (Math function) ugha gS\
Delhi Police HCM 19/10/2022 (Shift-III)

	 (a)	 BASE()	 (b)	 OFF()
	 (c)	 MOD()	 (d)	 ODD()
	221.	 MS Excel 2010 dh odZ'khV esa lsysDVsM lsYl esa vkmVykbu 

tksM+us osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV dh (key) dk 
mi;ksx fd;k tkrk gS\

Delhi Police HCM 19/10/2022 (Shift-III)
	 (a)	 Ctrl + Shift + Right Arrow
	 (b)	 Ctrl + Shift + Ampersand Sign (&)
	 (c)	 Ctrl + Shift + Underscore (_)
	 (d)	 Ctrl + Shift + Left Arrow
	222.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa ………… iQaD'ku 

fdlh la[;k dks fudVre iw.kkZad ;k fn, x, eku osQ fudVre xq.kt 
(nearest multiple of significance) rd iw.kkZafdr djrk gSA

Delhi Police HCM 20/10/2022 (Shift-I)
	 (a)	 IF	 (b)	 COUNTIF
	 (c)	 FLOOR	 (d)	 CEILING
	223.	 MsVk lR;kiu (Data Validation) okyk fodYi ,e,l ,Dlsy 

2010 osQ fjcu ckj esa --------------- VSc esa mifLFkr gksrk gS
Delhi Police HCM 20/10/2022 (Shift-I)

	 (a)	 bUlVZ (Insert)	 (b)	 iQkby (File)
	 (c)	 MsVk (Data)	 (d)	 O;w (View)
	224.	 ,e,l ,Dlsy 2010 ,fIyosQ'ku esa U;wure twe çfr'krrk fdruh 

gksrh gS\
Delhi Police HCM 20/10/2022 (Shift-I)

	 (a)	 20»	 (b)	 0»
	 (c)	 10»	 (d)	 50»
	225.	 ekbØkslkWÝV ,Dlsy 2016 (Microsoft Excel 2016) esa] 

fuEufyf•r esa ls dkSu&lk iQkWeZwyk fu"ikfnr gksus ij ,jj (Error) 
nsxk\

Delhi Police HCM 20/10/2022 (Shift-I)
	 (a)	 =SUM (A9 : A15) – B4/10
	 (b)	 =SUM (A9 : A15) * 10
	 (c)	 =SUM (A9 : A15)*SUM (K9: K15)
	 (d)	 =SUM (L9 : L12) SUM (K9: K12)/ (10 – 9)
	226.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa odZcqd dks can djus 

osQ fy, ----------------- iQaD'ku dh (key) dk mi;ksx fd;k tkrk gSA
Delhi Police HCM 20/10/2022 (Shift-II)

	 (a)	 Ctrl + F2	 (b)	 Ctrl + F4
	 (c)	 Ctrl + F1	 (d)	 Ctrl + F3
	227.	 ,e,l ,Dlsy 2010 esa --------------- iQaD'ku fdlh frfFk osQ vuq:i 

o"kZ fy• nsrk gSA
Delhi Police HCM 20/10/2022 (Shift-II)

	 (a)	 CURRENT	 (b)	 TODAY
	 (c)	 NOW	 (d)	 YEAR
	228.	 ,e,l ,Dlsy 2010 osQ laca/ esa xyr fodYi dk p;u dhft,A

Delhi Police HCM 20/10/2022 (Shift-II)
	 (a)	 ,e,l ,Dlsy 2010 esa] fjcu ckj esa gkse VSc (Home Tab) 

esa lcls vf/d ckj mi;ksx fd, tkus okys dekaM gksrs gSa tSls 
fd dkWih vkSj isLV djuk] lkWVZ vkSj fiQYVj djuk] iQkWeZsV djuk 
vkfnA

	 (b)	 ,e,l ,Dlsy 2010 esa] Ctrl + 9 dk mi;ksx 'khV osQ Hkhrj 
jks (rows) dks Nqikus (hiding) osQ fy, fd;k tkrk gSA

	 (c)	 ,e,l ,Dlsy 2010 esa] Ctrl + 0 dk mi;ksx] 'khV osQ Hkhrj 
dkWye dks Nqikus (hiding) osQ fy, fd;k tkrk gSA

	 (d)	 ,e,l ,Dlsy 2010 esa] Alt + 0 dk mi;ksx] 'khV osQ Hkhrj 
dkWyeksa dks Nqikus (hiding) osQ fy, fd;k tkrk gSA

	229.	 ,e,l ,Dlsy 2010 (MS Excel 2010) osQ lsy A1 esa ,d lw=k 
"=B2 + 4" ij fopkj djsaA ;fn lsy A1 dks dkWih djosQ D4 esa 
isLV fd;k tkrk gS] rks D4 esa iQkWeZwyk D;k gksxk\

Delhi Police HCM 20/10/2022 (Shift-II)
	 (a)	 =D4 + 4	 (b)	 =B4 + 7
	 (c)	 =E5 + 4	 (d)	 =B2 + 4
	230.	 ,e,l ,Dlsy 2010 esa ----------------- 'kkWVZdV oqaQth (key) dk mi;ksx 

VsDLV dh ,d ubZ ykbu 'kq: djus ;k odZ'khV lsy esa VsDLV dh 
ykbuksa ;k iSjkxzkiQ osQ chp Lisl dks c<+kus osQ fy, fd;k tkrk gSA

Delhi Police HCM 20/10/2022 (Shift-II)
	 (a)	 ALT + Enter	 (b)	 ALT + Space
	 (c)	 Ctrl +  Enter	 (d)	 Ctrl +  Space
	231.	 ,e,l ,Dlsy 2010 esa Vscy dk uke cnyus osQ fy, ………… 

'kkWVZdV oqaQth (key) dk mi;ksx fd;k tkrk gSA
Delhi Police HCM 20/10/2022 (Shift-III)

	 (a)	 Alt + I	 (b)	 Ctrl + R
	 (c)	 Alt + R	 (d)	 Ctrl + 1
	232.	 ,e,l ,Dlsy 2010 (MS Excel 2010) fjcu ckj esa ------------ VSc 

vkWuLØhu vkSj fçaVsM nksuksa esa odZ'khV osQ :i dks O;ofLFkr djus 
osQ fy, VwYl çnku djrk gSA ;s VwYl Fkhe lsfVaXl] fxzMykbUl] ist 
ekftZUl] vkWCtsDV vykbfuax vkSj fçaV ,fj;k dks fu;af=kr djrs gSA

Delhi Police HCM 20/10/2022 (Shift-III)
	 (a)	 iQkWeZwyk	 (b)	 iQkby
	 (c)	 fjO;w 	 (d)	 ist ysvkmV

	233.	 ,e,l ,Dlsy 2010 (MS Excel 2010) odZ'khV esa lkroha jks vkSj 
nlosa dkWye osQ bUVjlsD'ku ij fLFkr lsy dk ,Mªsl D;k gksxk\

Delhi Police HCM 20/10/2022 (Shift-III)
	 (a)	 7J	 (b)	 J7
	 (c)	 $J7$	 (d)	 G10
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	234.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa bUlVZ VSc ij tkus osQ 
fy, 'kkWVZdV dh (key) ……………… dk mi;ksx fd;k tkrk gSA

Delhi Police HCM 20/10/2022 (Shift-III)
	 (a)	 ALT + N	 (b)	 ALT + T
	 (c)	 ALT + I	 (d)	 ALT + F
	235.	 ,e,l ,Dlsy esa ……………… iQaD'ku] VsDLV osQ lHkh oSQjsDVj 

dks vijosQl (UpperCase) esa cny nsrk gSA
Delhi Police HCM 17/10/2022 (Shift-I)

	 (a)	 yksvj (Lower)	 (b)	 vij (Upper)
	 (c)	 ysu (Len)	 (d)	 çkWij (Proper)
	236.	 ,e,l ,Dlsy 2010 esa] ………… ,d Vwy gksrk gS tks vkiosQ  

}kjk fufnZ"V 'krks± osQ vk/kj ij vkiosQ MsVk dh iQkWeZsfVax djrk gSA
Delhi Police AWO/TPO 27/10/2022 (Shift-I)

	 (a)	 iQkWeZsV (Format)
	 (b)	 daMh'kuy iQkWeZsfVax (Conditional Formatting)
	 (c)	 iQkbaM (Find)
	 (d)	 dV (Cut)
	237.	 ,e,l ,Dlsy 2010 esa] iQkby (File) VSc esa fuEu esa ls fdl 

fodYi dk mi;ksx ,d odZcqd] ftl ij dk;Z djuk gksrk gS] dks 
•ksyus osQ fy, fd;k tkrk gS\

Delhi Police AWO/TPO 27/10/2022 (Shift-I)
	 (a)	 U;w (New)	 (b)	 lso (Save)
	 (c)	 vksiu (Open)	 (d)	 lso ,st (Save As)
	238.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] fØ,V Vscy Mk;ykWx 

ckWDl dks çnf'kZr djus osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV dk 
mi;ksx fd;k tkrk gS\

Delhi Police AWO/TPO 27/10/2022 (Shift-I)
	 (a)	 Ctrl + T	 (b)	 Shift + T
	 (c)	 Alt + Shift + T	 (d)	 Alt + Ctrl + T
	239.	 ,e,l ,Dlsy 2010 (MS Excel 2010) iQkWeZwyk esa] dkWye H ls 

J rd lHkh lsYl dks jsiQj djus osQ fy, fuEu esa ls fdl jsiQjsal 
dk mi;ksx fd;k tkrk gS\

Delhi Police AWO/TPO 27/10/2022 (Shift-II)
	 (a)	 H:J	 (b)	 H, J
	 (c)	 H–J	 (d)	 H::J
	240.	 ………… ,e,l ,Dlsy 2010 (MS Excel 2010) dh odZ'khV 

esa MsVk dk ,d fotqvy fjçtsaVs'ku gSA
Delhi Police AWO/TPO 27/10/2022 (Shift-II)

	 (a)	 xzkiQ (Graph)	 (b)	 Vscy (Table)
	 (c)	 'khV (Sheet)	 (d)	 lsy (Cell)
	241.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] odZ'khV esa fof'k"V 

ekuksa dks isLV djus osQ fy, dh&cksMZ 'kkWVZdV D;k gS\
Delhi Police AWO/TPO 27/10/2022 (Shift-II)

	 (a)	 Ctrl +  Alt + V fiQj V nck,a

	 (b)	 Shift + V fiQj V nck,a
	 (c)	 Alt + V fiQj V nck,a
	 (d)	 Ctrl + Shift + V fiQj V nck,a

	242.	 ,e,l ,Dlsy 2010 esa] ifjorZuksa dks iwoZor~ djus osQ fy, ………… 
dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk gSA

Delhi Police AWO/TPO 27/10/2022 (Shift-II)
	 (a)	 Ctrl + X	 (b)	 Ctrl + V
	 (c)	 Ctrl + Z	 (d)	 Ctrl + C
	243.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa ……… iQaD'ku dk 

mi;ksx la[;kvksa dk vkSlr ;k ekè; Kkr djus osQ fy, fd;k tkrk gSA
Delhi Police AWO/TPO 27/10/2022 (Shift-II)

	 (a)	 AVRG	 (b)	 AVG
	 (c)	 AVERAGE	 (d)	 MEAN
	244.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] fjiQsalsl (references) 

dks ……… cukus osQ fy, MkWyj fpÉ ($) dk mi;ksx fd;k tkrk gSA
Delhi Police AWO/TPO 27/10/2022 (Shift-II)

	 (a)	 feDLM jks (Mixed Row)
	 (b)	 fjysfVo (Relative)
	 (c)	 vkWClksY;wV (Absolute)
	 (d)	 feDLM dkWye (Mixed column)
	245.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] dbZ VsDLV vkbVEl 

dks ,d VsDLV vkbVe lsy esa tksM+us osQ fy, ………… iQaD'ku 
dk mi;ksx fd;k tkrk gSA

Delhi Police AWO/TPO 27/10/2022 (Shift-III)
	 (a)	 CON	 (b)	 ADD
	 (c)	 CONCATENATE	(d)	 STRING
	246.	 fuEufyf•r esa ls D;k ,e,l ,Dlsy 2010 (MS Excel 2010) osQ 

MsVk VSc osQ varxZr ekStwn gksrk gS\
Delhi Police AWO/TPO 27/10/2022 (Shift-III)

	 (a)	 Vscy (Table)	 (b)	 isLV (Paste)
	 (c)	 fiQYVj (Filter)	 (d)	 lso (Save)
	247.	 fuEufyf•r esa ls dkSu lk ooZQ'khV foaMks osQ Åijh ck,a dksus ij 

fLFkr] ,d NksVk vuqowQyu ;ksX; ,d Vwyckj gS] ftlesa ,e,l 
,Dlsy 2010 (MS Excel 2010) esa vDlj mi;ksx fd, tkus okys 
dekaM~l dk ,d lsV ekStwn gksrk gS\

Delhi Police AWO/TPO 27/10/2022 (Shift-III)
	 (a)	 LVsVl ckj ( Status Bar)
	 (b)	 LØkWy ckj (Scroll Bar)
	 (c)	 VkLd ckj (Task Bar)
	 (d)	 fDod ,Dlsl Vwycj (Quick Access Toolbar)
	248.	 ,e,l ,Dlsy 2010 (MS Excel 2010) osQ fuEufyf•r esa ls dkSu 

ls iQaD'ku dk mi;ksx fdlh jsat (range) ;k ,sjs (array) osQ daVsaV 
dks lkWVZ djus osQ fy, fd;k tkrk gS\

Delhi Police AWO/TPO 27/10/2022 (Shift-III)
	 (a)	 ,sM (Add)	 (b)	 lkWVZ (Sort)
	 (c)	 fiQYVj (Filter)	 (d)	 iQkbaM (Find)
	249.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] fçaV djus ls igys 

odZ'khV osQ fçO;w (preview) osQ fy, dh&cksMZ 'kkWVZdV D;k gS\
Delhi Police AWO/TPO 27/10/2022 (Shift-III)

	 (a)	 Ctrl + F2	 (b)	 Shift +  F3
	 (c)	 Alt + F3	 (d)	 Alt + F2
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	250.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] fuEufyf•r esa ls dkSu 
lk vkbdu vuMw (undo) vkWijs'ku dks lanfHkZr djrk gS\

Delhi Police AWO/TPO 27/10/2022 (Shift-III)
	 (a)	 	 (b)	
	 (c)	 	 (d)	
	251.	 ,l,l ,Dlsy 2010 (MS Excel 2010) esa] p;fur lsYl dks 

fMyhV djus gsrq fMyhV Mk;ykWx ckWDl •ksyus osQ fy, fuEufyf•r 
esa ls fdl 'kkWVZdV dk mi;ksx fd;k tkrk gS\

Delhi Police AWO/TPO 28/10/2022 (Shift-I)
	 (a)	 Alt + '–'	 (b)	 F4
	 (c)	 Ctrl + '–'	 (d)	 Shift + '–'
	252.	 ,e,l ,Dlsy 2010 (MS Excel 2010) 'khV esa fd, x, ifjorZuksa 

dks fjolZ djus osQ fy,]………… dk mi;ksx fd;k tkrk gSA
Delhi Police AWO/TPO 28/10/2022 (Shift-I)

	 (a)	 Ctrl + X	 (b)	 Ctrl + V
	 (c)	 Ctrl + O	 (d)	 Ctrl + Z
	253.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] daI;wVj LØhu ij 

lcls uhps fLFkr og iêðh ftlesa orZeku eksM ;k ço`Ùk fo'ks"k dht 
(keys) osQ ckjs esa fofHkUu tkudkfj;ka ns•h tk ldrh gSa] ………… 
dgykrh gSA

Delhi Police AWO/TPO 28/10/2022 (Shift-I)
	 (a)	 VkLd ckj (Task Bar)
	 (b)	 Vwy ckj (Tool Bar)
	 (c)	 LVsVl ckj ( Status Bar)
	 (d)	 VkbVy ckj (Title Bar)
	254.	 ,e,l ,Dlsy 2010 esa iwjh iafDr (row) dks lsysDV djus osQ fy, 

……… 'kkWVZdV oqaQth (shortcut key) dk mi;ksx fd;k tkrk gSA
Delhi Police AWO/TPO 28/10/2022 (Shift-I)

	 (a)	 Alt + Spacebar
	 (b)	 Shift + Spacebar
	 (c)	 Ctrl + Alt + Spacebar
	 (d)	 Ctrl + Spacebar
	255.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] ;fn lsy A3 esa eku 

300 gS] lsy B3 esa eku 225 gS] lsy C3 esa eku 180 gS] lsy D3 
esa eku 350 gS vkSj lsy E3 esa eku 400 gS] rks lsy F3 esa lw=k 
'=AVERAGE(A3, B3, C3, D3, E3)' D;k eku nsxk\

Delhi Police AWO/TPO 28/10/2022 (Shift-I)
	 (a)	 292	 (b)	 297
	 (c)	 290	 (d)	 291
	256.	 ,e,l ,Dlsy 2010 (MS-Excel 2010) esa] fjewo MqIyhosQV~l 

iQaD'ku ……… VSc osQ varxZr fjcu (Ribbon) esa ik;k tkrk gSA
Delhi Police AWO/TPO 28/10/2022 (Shift-II)

	 (a)	 O;w (View)	 (b)	 MsVk (Data)
	 (c)	 fjO;w (Review)	 (d)	 bUlVZ (Insert)
	257.	 ……………… esa (Rows) vkSj dkWye (Columns) esa lewfgr 

vk;rkdkj lsYl (Cells) dk eSfVªDl gksrk gSA
Delhi Police AWO/TPO 28/10/2022 (Shift-II)

	 (a)	 VsDLV (Text)	 (b)	 MkWD;wesaV (Document)
	 (c)	 LykbM (Slide)	 (d)	LçsM'khV (Spreadsheet)

	258.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] iQkWeZsV lsy Mk;ykWx 
ckWDl •ksyus osQ fy, dh&cksMZ 'kkWVZdV dh (key) D;k gS\

Delhi Police AWO/TPO 28/10/2022 (Shift-II)
	 (a)	 Ctrl + F	 (b)	 Ctrl + Alt + F
	 (c)	 Ctrl + Shift + F	 (d)	 Alt + Shift + F
	259.	 ,e,l ,Dlsy 2010 esa ,d ubZ odZcqd •ksyus osQ fy, dhcksMZ 

'kkWVZdV ………… gksrk gSA
Delhi Police AWO/TPO 28/10/2022 (Shift-II)

	 (a)	 Ctrl + H	 (b)	 Ctrl + O
	 (c)	 Ctrl + S	 (d)	 Ctrl + N
	260.	 ,e,l ,Dlsy (MS-Excel 2010) esa] ^VsDLV dks VkbVy* osQl esa 

cnyus osQ fy, fuEufyf•r esa ls fdl iQaD'ku dk mi;ksx fd;k tkrk gS\
Delhi Police AWO/TPO 28/10/2022 (Shift-II)

	 (a)	 yksvj osQl (Lower Case)
	 (b)	 çksij osQl (Proper Case)
	 (c)	 VkbVy osQl (Title Case)
	 (d)	 vij osQl (Upper Case)
	261.	 ,e,l ,Dlsy 2010 (MS Excel 2010) iQkWeZwyk esa] dkWye 

(columns) A ls E vkSj jks (rows) 10 ls 20 rd lsy dh jsat 
dks lanfHkZr djus osQ fy, fuEufyf•r esa ls dkSu lk lgh rjhdk gS\

Delhi Police AWO/TPO 28/10/2022 (Shift-II)
	 (a)	 10A:30E	 (b)	 10A–20E
	 (c)	 A10:E20	 (d)	 A10–E20
	262.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] ml lsy ij fDyd 

djsa] ftlesa og MsVk gS ftls vki laikfnr djuk pkgrs gSa vkSj fiQj 
………… dh (key) nck,aA ;g ,fMV (laiknu) eksM 'kq: djrk 
gS vkSj dlZj dks lsy lkexzh (daVsaV) osQ var esa j•rk gSA

Delhi Police AWO/TPO 28/10/2022 (Shift-III)
	 (a)	 F4	 (b)	 F3
	 (c)	 F1	 (d)	 F2
	263.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] VsDLV dks cksYM 

(bold) djus osQ fy, fuEufyf•r esa ls fdl 'kkWVZdV dh (key) 
dk mi;ksx fd;k tkrk gS\

Delhi Police AWO/TPO 28/10/2022 (Shift-III)
	 (a)	 Ctrl + U	 (b)	 Ctrl + B
	 (c)	 Ctrl + I	 (d)	 Ctrl + X
	264.	 ,e,l ,Dlsy (MS Excel 2010) dk ………………… iQaD'ku] 

mi;ksxdrkZ (user) dks çkbejh iQkby esa fd, x, ifjorZuksa dks ,d 
ubZ iQkby esa lso djus esa l{ke cukrk gSA

Delhi Police AWO/TPO 28/10/2022 (Shift-III)
	 (a)	 U;w (New)	 (b)	 lso ,t ( Save As)
	 (c)	 lso (Save)	 (d)	 vksiu (Open)
	265.	 ,e,l ,Dlsy 2010 (MS Excel 2010) esa] fuEufyf•r esa ls dkSu 

lk iQaD'ku VsDLV fLVªax dks lHkh yksvjosQl v{kjksa esa ifjofrZr djrk 
gS\

Delhi Police AWO/TPO 28/10/2022 (Shift-III)
	 (a)	 VsDLV (Text)	 (b)	 yksvj (Lower)
	 (c)	 vij (Upper)	 (d)	 çksij (Proper)
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	266.	 ,d LçsM'khV esa lsy dks ,fMV djus osQ lanHkZ esa fn, x, fodYiksa 
esa ls dkSu lk fodYi lwph&1 dks lwph&2 osQ lkFk lcls vPNk 
feyku djrk gS\

Delhi Police Const. 27/11/2020 (Shift-I)
	 lwph&1 		 lwph&2
i.	 Enter 	 (a)	vkidks nkbZ vksj vxys
			  lsy esa ys tkrk gSA
ii.	 Shift + Tab 	 (b)	vkidks uhps vxys lsy
			  esa ys tkrk gSA
iii.	Tab 	 (c)	vkidks ,jks dh fn'kk esa
			  ys tkrk gSA
iv.	Arrow key 	 (d)	vkidks ckb± vksj vxys
			  lsy esa ys tkrk gSA
(a)	(i) - b (ii) - d (ii) - a (iv) - c
(b)	(i) - c (ii) - d (iii) - a (iv) - b
(c)	 (i) - b (ii) - a (iii) - d (iv) - c
(d)	(i) - a (ii) - d (iii) - b (iv) - c

	267.	 fuEufyf•r esa ls dkSu&lk MS Excel 2007 dk VsDLV iQaD'ku ugha gS\
Delhi Police Const. 27/11/2020 (Shift-I)

(a)	RIGHT	 (b)	MID
(c)	 COMBIN	 (d)	LEFT

	268.	 fuEufyf•r MS Excel iQkWeZwyk dk ifj.kke D;k gksxk\ ¾256@8@4@2
Delhi Police Const. 27/11/2020 (Shift-I)

(a)	0	 (b)	64
(c)	16	 (d)	4

	269.	 MS Excel esa lsy ,fMfVax osQ lanHkZ esa fuEufyf•r esa ls dkSu lk 
dFku vlR; gS\

Delhi Police Const. 27/11/2020 (Shift-III)
(a)	lsy flysDV djsa iQkWeZwyk ckj ij fDyd djsa vkSj daVsaV dks 

,fMV djsa
(b)	tgka daVsaV fLFkr gS ml lsy ij Mcy fDyd djosQ lsy dks 

,fMV djsa
(c)	lsy flysDV djsa vkSj lsy osQ daVsaV dks ,fMV djus osQ fy, 

dh&cksMZ ij F2 iQaD'ku dh (key) nck,a
(d)	lsy flysDV djsa vkSj lsy osQ daVsaV dks ,fMV djus osQ fy, 

dh&cksMZ ij F5 iQaD'ku dh (key) nck,a
	270.	 MS Excel esa LEN iQaD'ku fuEufyf•r esa ls fdl Js.kh esa vkrk 

gS\
Delhi Police Const. 27/11/2020 (Shift-III)

(a)	ykWftdy	 (b)	iQkbusaf'k;y
(c)	eSFl ,saM fVªx	 (d)	VsDLV

	271.	 MS Excel ooZQcqd 2007 esa fMiQkWYV :i ls fdruh ooZQ'khV gksrh 
gS\

Delhi Police Const. 27/11/2020 (Shift-III)
(a)	2	 (b)	1
(c)	4	 (d)	3

	272.	 fuEufyf•r MS Excel iQkWeZwyk dk ifj.kke D;k gksxk\ =FLOOR (5,3)
Delhi Police Const. 28/11/2020 (Shift-II)

(a)	4 	 (b)	0
(c)	5 	 (d)	3

	273.	 fuEufyf•r MS Excel iQkWeZwyk dk ifj.kke D;k gksxk\
		  FACT(0) + FACT(3) + FACT(5)

Delhi Police Const. 01/12/2020 (Shift-III) 
(a)	9	 (b)	127
(c)	8 	 (d)	126

	274.	 MS Excel dh odZ'khV esa fuEufyf•r esa ls dkSu ,d dkWye vkSj 
,d jks osQ baVjlsD'ku dks lanfHkZr djrk gS\

Delhi Police Const. 01/12/2020 (Shift-I)
(a)	ooZQ cqd	 (b)	lsy
(c)	iQkWeZwyk ckj	 (d)	use ckWDl

	275.	 MS Excel odZ'khV dh lsy esa la[;kvksa dk fMiQkWYV {kSfrt 
lajs•.k (horizontal alignment) D;k gksrk gS\

Delhi Police Const. 01/12/2020 (Shift-II)
(a)	 lsaVj	 (b)	ysÝV
(c)	 jkbV	 (d)	tfLViQkbZ

	276.	 lsy A5 esa ,d iQkWeZwyk =A3+ B4 fn;k x;k gS] ;fn lsy A5 dks 
dkWih djosQ E9 isLV fd;k tkrk gS] rks lsy E9 esa iQkWeZwyk D;k 
gksxk\

Delhi Police Const. 01/12/2020 (Shift-III)
(a)	=E7+F8 	 (b)	=A3+B4
(c)	=E8+F7 	 (d)	=B4+C5

	277.	 tc vki MS Excel esa ,d ubZ ooZQ cqd •ksyrs gSa rks LØhu osQ 
lcls Åijh fgLls esa fuEufyf•r esa ls D;k fn•kbZ nsrk gS\

Delhi Police Const. 01/12/2020 (Shift-III)
(a)	ofVZdy LØksy ckj	 (b)	gkWfjtkWUVy LØksy ckj
(c)	LVsVl ckj 	 (d)	VkbVy ckj

	278.	 MS Excel osQ fuEufyf•r esa ls fdl iQhpj dk mi;ksx mldh jks 
dkWye esa cxy osQ lsy osQ daVsaV dks rqjar dkWih vkSj isLV djus osQ 
fy, fd;k tkrk gS\

Delhi Police Const. 01/12/2020 (Shift-I)
(a)	iQkWjeSV isaVj	 (b)	fiQy gSaMy
(c)	fDy;j iQkWeZsfVax	 (d)	vkWVks iQkseZsV

	279.	 ,l,l ,Dlsy ooZQ'khV esa tc vki A1 lsy dks flysDV djrs gSa] 
f'kÝV (Shift)] oaqQth (key) nckrs gSa vkSj fiQj C5 lsy ij fDyd 
djrs gSa] rks oqqQy fdrus lsy flysDV gksaxsa\ 

Delhi Police Const. 01/12/2020 (Shift-II)
(a)	10	 (b)	14
(c)	8 	 (d)	15

	280.	 MS Excel esa fdlh ooZQ'khV osQ 'kh"kZ (top) ij fuEufyf•r esa ls 
D;k fn•kbZ nsrk gS\

Delhi Police Const. 02/12/2020 (Shift-II)
(a)	iQkWeZwyk ckj	 (b)	gkWfjtksaVy LØkWy ckj
(c)	LVsVl ckj 	 (d)	ofVZdy LØkWy ckj

	281.	 MS Excel odZ'khV esa fujarj lsy dh ,d lhjht dks lsysDV djus osQ 
fy,] fuEufyf•r esa ls fdl oaqQth (key) dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 02/12/2020 (Shift-II)
(a)	Tab 	 (b)	Ctrl
(c)	shift 	 (d)	Alt
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	282.	 fuEufyf•r MS Excel iQkWeZwyk dk ifj.kke D;k gksxk\ 
=CEILING(7,5)

Delhi Police Const. 02/12/2020 (Shift-II)
(a)	5	 (b)	8
(c)	10	 (d)	7

	283.	 MS Excel esa flysDV fd, x, lsy osQ daVsaV dks ,d u, cM+s 
lsy esa la;ksftr djus vkSj osQaæ esa ykus (lsaVj djus) osQ fy, fuEu 
esa ls fdldk mi;ksx fd;k tkrk gS\

Delhi Police Const. 03/12/2020 (Shift-II)
(a)	LVªkbdFkzw	 (b)	jSi VsDLV
(c)	etZ ,aM lsaVj	 (d)	tfLViQkbZ

	284.	 MS Excel esa odZ'khV osQ ,dne nkfgusa LFkku ij fuEufyf•r esa 
ls D;k fn•kbZ nsrk gS\ 

Delhi Police Const. 02/12/2020 (Shift-III)
(a)	esuw ckj	 (b)	ofVZdy LØksy ckj
(c)	gkWfjtksaVy LØksy ckj	 (d)	LVsVl ckj

	285.	 tc vki ,Dlsy lsy esa dksbZ eku ntZ djrs gSa vkSj ,aVj (ENTER) 
oaqqQth (Key) nckrs gSa rks fMiQkWYV :i ls D;k gksrk gS\ 

Delhi Police Const. 03/12/2020 (Shift-I)
(a)	dlZj (flysD'ku ckWDl) ckbZ (ysÝV) lsy esa pyk tk,xk
(b)	dlZj (flysD'ku ckWDl) uhps dh (yksvj) lsy esa pyk tk,xk
(c)	dlZj (flysD'ku ckWDl) Åij dh (vIij) lsy esa pyk tk,xk
(d)	dlZj (flysD'ku ckWDl) nkb± (jkbV) lsy esa pyk tk,xk

	286.	 fuEufyf•r MS Excel iQkWeZwyk dk ifj.kke D;k gksxk\

		  =8/4/2–2/2
Delhi Police Const. 03/12/2020 (Shift-I)

(a)	3	 (b)	0
(c)	&0&5 	 (d)	1

	287.	 MS Excel ooZQ'khV esa lkroha ifÙkQa vkSj nlosa LraHk osQ çfrPNsnu 
fcanq ij fLFkr lsy dk ,Msªl D;k gksrk gS\

Delhi Police Const. 03/12/2020 (Shift-III)
(a)	$J7$ 	 (b)	J7
(c)	 7J 	 (d)	G10

	288.	 MS Excel ooZQ'khV osQ lsy osQ vanj ,d ubZ ykbu cukus osQ fy, 
fuEufyf•r esa ls fdldk mi;ksx fd;k tk ldrk gS\

Delhi Police Const. 03/12/2020 (Shift-III)
(a)	Enter 	 (b)	Ctrl + Enter
(c)	 Down arrow 	 (d)	Alt + Enter

	289.	 MS Excel esa fuEufyf•r esa ls dkSu lk iQaD'ku fdlh jsat osQ 
Hkhrj] fdlh nh xbZ 'krZ dks iwjk djus okyh lsYl dh la[;k dh 
x.kuk djrk gS\

Delhi Police Const. 07/12/2020 (Shift-II)
(a)	COUNTIF	 (b)	COUNT
(c)	 COUNTIFB	 (d)	COUNTA

	290.	 esuw esa fdlh dekaM ls tqM+s vkbdu ;k fp=k ,e,l Excel osQ ---
---------- esa fn•kbZ nsaxs\

Delhi Police Const. 07/12/2020 (Shift-II)
(a)	iQkWeZwyk ckj	 (b)	VkbVy ckj
(c)	esuw ckj	 (d)	Vwy ckj

	291.	 MS Excel esa ,d lsy esa MsVk dks ,fMV djrs le; dlZj dks 
,d 'kCn nkb± vksj LFkkukarfjr djus osQ fy, fuEufyf•r esa ls fdl 
'kkWVZdV dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 07/12/2020 (Shift-II)
(a)	Ctrl + →	 (b)	Ctrl + Shift + →
(c)	 Ctrl + Shift + ←	 (d)	Ctrl + Shift

	292.	 fuEufyf•r MS Excel iQkWeZwyk dk ifj.kke D;k gksxk\ 
=SUM(8/4/2,1-2/2)

Delhi Police Const. 07/12/2020 (Shift-III)
(a)	4	 (b)	3&5
(c)	1	 (d)	0&5

	293.	 tc vki fdlh MS Excel lsy esa dksbZ eku ntZ djrs gSa vkSj 
SHIFT + ENTER oaqQft;k¡ nckrs gSa rks D;k gksxk\

Delhi Police Const. 07/12/2020 (Shift-III)
(a)	dlZj (p;u ckWDl) Åijh lsy esa pyk tk,xk

(b)	dlZj (p;u ckWDl) nk,¡ d{k esa pyk tk,xk

(c)	dlZj (p;u ckWDl) ck,¡ lsy esa pyk tk,xk

(d)	dlZj (p;u ckWDl) fupys lsy esa pyk tk,xk

	294.	 lHkh ,Dlsy iaQD'kUl iQkWeZwyk VSc osQ rgr] ---------- esa laxzfgr fd, 
tkrs gSaA

Delhi Police Const. 07/12/2020 (Shift-III)
(a)	Auto Sum (vkVksle)
(b)	Function Library (iQaD'ku ykbczsjh)
(c)	Styles (LVkbYl)
(d)	Formula Bar (iQkWeZwyk ckj)

	295.	 MS Excel esa twe fodYi fuEu esa fn•kbZ nsrk gSA
Delhi Police Const. 07/12/2020 (Shift-I)

(a)	iQkWeZwyk ckj	 (b)	VkbVy ckj
(c)	LVsVl ckj	 (d)	gkWfjtksUVy

	296.	 fuEufyf•r MS Excel iQkWeZwyk dk ifj.kke D;k gksxk\
		  ¾EVEN(3) $ ODD(8)

Delhi Police Const. 07/12/2020 (Shift-I)
(a)	14 	 (b)	9
(c)	13 	 (d)	11

	297.	 MS Excel odZ'khV esa] odZ'khV osQ] ----- Hkkx esa ^twe* ckj fn•kbZ 
nsrk gSA

Delhi Police Const. 08/12/2020 (Shift-III)
(a)	VkWi jkbV	 (b)	VkWi ysÝV
(c)	ckWVe ysÝV	 (d)	ckWVe jkbV

	298.	 fuEufyf•r MS Excel iQkWeZwyk dk eku fdruk gksxk\

		  =MOD (11,3)
Delhi Police Const. 08/12/2020 (Shift-III)

(a)	4	 (b)	3
(c)	5	 (d)	2

	299.	 MS Excel ooZQ'khV esa fdlh lsy osQ daVsaV dks ,fMV djus osQ 
fy, fuEufyf•r esa ls dkSu lh fØ;k dh tk ldrh gS\

Delhi Police Const. 08/12/2020 (Shift-III)
(a)	lsy dk p;u djuk vkSj ,aVj (ENTER) oqaQth (KEY) nckuk
(b)	lsy ij jkbV fDyd djuk
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(c)	lsy ij Mcy fDyd djuk
(d)	lsy ij ,d ckj ysÝV fDyd djuk

	300.	 fuEufyf•r MS Excel iQkWeZwyk dk ifj.kke D;k gksxk\
		  =32/2^4/2

Delhi Police Const. 08/12/2020 (Shift-I)
(a)	0 	 (b)	32768
(c)	8 	 (d)	1

	301.	 MS Excel ooZQcqd esa igyh odZ'khV dk fMiQkWYV uke D;k gksrk 
gS\

Delhi Police Const. 08/12/2020 (Shift-I)
(a)	WSheet1	 (b)	Worksheet 1
(c)	 WS1	 (d)	Sheet1

	302.	 MS Excel odZ'khV esa B5 lsy dks flysDV djus osQ ckn f'kÝV 
(Shift) oqaQth (key) nckus ij vkSj fiQj G9 lsy ij fDyd djus 
ij oqQy fdrus lsy flysDV fd, tk,axs\

Delhi Police Const. 08/12/2020 (Shift-I)
(a)	12 	 (b)	30
(c)	11 	 (d)	10

	303.	 MS Excel osQ lanHkZ esa fuEufyf•r esa ls dkSu lk dFku vlR; gS\ 
Delhi Police Const. 09/12/2020 (Shift-I)

(a)	,d lfØ; ;k ,fDVo lsy og lsy gksrh gS] tks vkiosQ }kjk 
fn, x, MsVk ;k dekaM dks çkIr djrh gSA

(b)	çR;sd lsy esa lsy dkWye vkSj jks ls cuk ,d ;wfud lsy ,Mªsl 
gksrk gSA

(c)	,d xgjs jax okys ckWMZj ftls lsy ikWbaVj dgk tkrk gS] dk 
ç;ksx lfØ; lsy dh igpku djus osQ fy, fd;k tkrk gSA

(d)	IokbaVj dks ,Dlsy ckb± vksj] nk,a vksj] Åij ;k uhps ys tkus 
osQ fy, f'kÝV (Shift) oqaqQth dk ç;ksx djsaA

	304.	 MS Excel esa ,d ooZQcqd dks fof'k"V odZ'khV~l esa ckaVus osQ fy, 
fuEufyf•r esa ls fdldk ç;ksx fd;k tkrk gSA

Delhi Police Const. 09/12/2020 (Shift-II)
(a)	'khV VSc	 (b)	use ckWDl
(c)	iQkWeZwyk ckj	 (d)	usohxs'ku cVu

	305.	 MS Excel 2007 esa fuEufyf•r esa ls dkSu lk iQaD'ku fdlh la[;k 
dk fujis{k eku çnf'kZr djrk gS tks fcuk fdlh çrhd fpUg dh ,d 
la[;k gksrh gS\

Delhi Police Const. 09/12/2020 (Shift-II)
(a)	ASIN	 (b)	ABS
(c)	 AND	 (d)	ACOS

	306.	 MS Excel esa fuEufyf•r esa ls dkSu&lk lsy jsiQjsal fMiQkWYV gksrk 
gS\

Delhi Police Const. 09/12/2020 (Shift-II)
(a)	Mixed (fefJr)	 (b)	Relative (lkis{k)
(c)	Absolute (iw.kZ)	 (b)	Active (lfØ;)

	307.	 MS Excel 2007 esa ---------- VSc ls Lisy psd (spell check) dk 
fodYi flysDV fd;k tk ldrk gSA

Delhi Police Const. 09/12/2020 (Shift-III)
(a)	Review (fjO;w)	 (b)	Formula (iQkWeZwyk)
(c)	Help (gsYi)	 (d)	File (iQkby)

	308.	 MS Excel 2010 esa LraHk (column) dh pkSM+kbZ dk vf/dre 
vkdkj D;k gks ldrk gS\

Delhi Police Const. 09/12/2020 (Shift-III)
(a)	512 oSQjsDVlZ	 (b)	255 oSQjsDVlZ
(c)	300 oSQjsDVlZ	 (d)	128 oSQjsDVlZ

	309.	 MS Excel 2010 esa ,d iafÙkQ (row) dh vf/dre ÅapkbZ fdruh 
gksrh gS\

Delhi Police Const. 09/12/2020 (Shift-III)
(a)	255 ikWbaV~l	 (b)	100 ikWbaV~l
(c)	409 ikWbaV~l	 (d)	128 ikWbaV~l

	310.	 fuEufyf•r MS Excel iQkWeZwyk dk eku D;k gksxk\

		  ¾SUMSQ(1]2]3]4)
Delhi Police Const. 09/12/2020 (Shift-III)

(a)	10 	 (b)	24
(c)	30 	 (d)	34

	311.	 MS Excel esa ,d lsy ls MkVk dV djus osQ fy, fuEufyf•r esa 
ls fdl 'kkWVZdV oqaQth (Key) dk ç;ksx fd;k tkrk gS\

Delhi Police Const. 09/12/2020 (Shift-II)
(a)	Ctrl + X 	 (b)	Ctrl + Z
(c)	 Ctrl + C 	 (d)	Ctrl + V

	312.	 MS Excel esa dlZj dks ,d le; esa ,d lsy Åij ;k uhps ys 
tkus osQ fy, QWERTY dh&cksMZ ij fuEufyf•r esa ls dkSu&lh 
oqaQth@oqaQft;ksa dk ç;ksx fd;k tkrk gS\

Delhi Police Const. 10/12/2020 (Shift-II)
(a)	balVZ (Insert)
(b)	ist vi (Page Up) vkSj ist Mkmu (Page Down)
(c)	gkse ,aM ,aM (Home and End)
(d)	f'kÝV (Shift)

	313.	 MS Excel esa odZ'khV MsVk dk Lo:i cny dj bls vf/d 
çstsaVscy vkSj vkd"kZd cukus dh çfØ;k dks ---------- dgk tkrk gSA 

Delhi Police Const. 10/12/2020 (Shift-II)
(a)	eksfMiQkbax (Modifying)
(b)	MsdksjsfVaax (Decorating)
(c)	,fMfVax (Editing)
(d)	iQkWeZsfVax (Formatting)

	314.	 MS Excel osQ fuEufyf•r iQhplZ esa ls fdldk mi;ksx lsysDV 
dh xbZ fofHkUu lsYl dks ,d cM+h lsy  osQ :i esa feykus vkSj ubZ 
lsy esa daVsaV dks osQaæ esa j•us osQ fy, fd;k tkrk gS\ 

Delhi Police Const. 10/12/2020 (Shift-III)
(a)	jSi VsDLV (Wrap Text)
(b)	etZ ,aM lsaVj (Merge and Center)
(c)	daMh'kuy iQkWeZsfVax (Conditional Formatting)
(d)	iQkWeZsV ,st Vscy (Format as Table)

	315.	 MS Excel 2007 esa fuEufyf•r esa ls dkSu lk ykWftdy iQaD'ku 
;g tkap djrk gS fd D;k lHkh roZQ lgh gS vkSj ;fn lHkh rdZ lgh 
gksrs gSa rks ;g ^^TRUE” osQ :i esa ifj.kke n'kkZrk gS\
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Delhi Police Const. 10/12/2020 (Shift-III)
(a)	NOT	 (b)	FALSE
(c)	 NONE	 (d)	AND

	316.	 MS Excel esa fuEufyf•r esa ls dkSu&lh Js.kh (category) dk 
iQaD'ku ugha ik;k tkrk gS\

Delhi Police Const. 10/12/2020 (Shift-II)
(a)	foÙkh; (Financial)	 (b)	rkfdZd (Logical)
(c)	oSKkfud (Scientific)	(d)	VsDLV (Text)

	317.	 MS Excel] esa “Merge Cells” fodYi] ----------- esa miyC/ gksrk 
gSA

Delhi Police Const. 10/12/2020 (Shift-III)
(a)	Alignment (vykbuesaV) xzqi esa Page Layout (ist 

ysvkmV) VSc
(b)	Format Cells (iQkWeZsV lsYl) Mk;ykWx ckWDl osQ 

Alignment (vykbuesaV) VSc
(c)	Formatting Toolbar (iQkWeZsfVax Vwyckj)
(d)	Alignment (vykbuesaV) xzqi esa Review (fjO;w) VSc

	318.	 MS Excel 2007 esa fdlh iQkby dks fMiQkWYV :i ls ,DlVsa'ku 
osQ lkFk lajf{kr (save) fd;k tkrk gSA

Delhi Police Const. 10/12/2020 (Shift-III)
(a)	.xlx 	 (b)	 .xls
(c)	 .xlxs 	 (d)	 .xlsx

	319.	 MS Excel esa iQkWeZsV lsy Mk;ykWx ckWDl osQ iQkW.V VSc esa fuEu esa 
ls dkSu lk vaMjykbu fodYi miyC/ ugha gS\

Delhi Police Const. 10/12/2020 (Shift-I)
(a)	fVªiy	 (b)	,dy ys•k
(c)	nksgjk ys•k	 (d)	Mcy

	320.	 MS Excel 2010 odZ'khV esa iafÙkQ;ksa (Row) dh vf/dre la[;k 
fdruh gks ldrh gS\

Delhi Police Const. 11/12/2020 (Shift-I)
(a)	16,000	 (b)	1,048,500
(c)	 16,384	 (d)	1,048,576

	321.	 tc vki MS Excel 2010 esa jkbV fDyd djrs gSa vkSj “Format 
Cells” fodYi pqurs gSa rks fuEufyf•r esa ls dkSu lk VSc fn•kbZ 
ugha nsrk gS\

Delhi Police Const. 11/12/2020 (Shift-I)
(a)	Font (iQkWUV)	 (b)	Alignment (vykbuesaV)
(c)	Border (ckWMZj)	 (d)	Sheet ('khV)

	322.	 MS Excel 2007 dh fuEufyf•r esa ls dkSu&lh fo'ks"krk dk 
mi;ksx lsy dh ,d J`a•yk dks 'kh?kzrk ls çk:fid djus vkSj iwoZ 
fu/kZfjr rkfydk 'kSyh dk p;u djosQ bls rkfydk esa cnyus osQ 
fy, fd;k tkrk gS\

Delhi Police Const. 11/12/2020 (Shift-III)
(a)	Sort & Filter
(b)	Conditional Formatting

(c)	Format as Table
(d)	Format Painter

	323.	 ,d lfØ; lsy dks orZeku jks ij igys dkWye esa ys tkus (ewo 
djus) osQ fy, fuEufyf•r esa ls fdldk ç;ksx fd;k tkrk gS\

Delhi Police Const. 11/12/2020 (Shift-III)
(a)	Page Down	 (b)	Page Up
(c)	 Home 	 (d)	Ctrl + Home

	324.	 MS Excel 'khV esa ,d lsy ,Mªsl fdlls feydj cuk gksrk gS\
Delhi Police Const. 11/12/2020 (Shift-II)

(a)	lsy osQ dkWye vkSj jks	(b)	lsy osQ dkWye
(c)	lsy dh jks	 (d)	odZ'khV la[;k

	325.	 fuEufyf•r esa ls dkSu&lk MS Excel 2007 esa eku iQkWeZwyk ugha 
gS\

Delhi Police Const. 11/12/2020 (Shift-II)
(a)	SUM 	 (b)	SUMPRODUCT
(c)	 SUMIF 	 (d)	SUMADD

	326.	 MS Excel osQ odZcqd osQ lanHkZ esa fuEufyf•r esa ls dkSu lk 
dFku vlR; ldrs gSa\

Delhi Police Const. 14/12/2020 (Shift-II)
(a)	odZ'khV~l dks 'khV 1] 'khV 2] vkSj 'khV 3 vkSj vkxs Hkh blh 

çdkj ls yscy fd;k tkrk gSA
(b)	MS Excel esa odZ'khV dk uke ugha cnyk tk ldrk gSA
(c)	çR;sd ekbØkslkWÝV ,Dlsy odZ'khV dkWye vkSj jks ls feydj 

cuh gksrh gSA
(d)	,d odZcqd odZ'khV~l ls feydj cuh gksrh gSA

	327.	 fMiQkWYV :i ls MS Excel 2010 ooZQcqd esa fdruh 'khV~l çnku 
dh tkrh gS\

Delhi Police Const. 14/12/2020 (Shift-I)
(a)	rhu 	 (b)	lkr
(c)	ikap 	 (d)	,d

	328.	 MS Excel 2010 esa lsy osQ daVsaV dks LVªkbd Fkzw djus osQ fy, 
fuEufyf•r esa ls fdl dh&cksMZ 'kkWVZdV dk ç;ksx fd;k tkrk gS\

Delhi Police Const. 14/12/2020 (Shift-I)
(a)	Ctrl + P 	 (b)	Ctrl + s
(c)	 Ctrl + 5 	 (d)	Ctrl + 6

	329.	 _____ ,d odZ'khV esa ,d iafÙkQ vkSj ,d dkWye dk çfrPNsnu gS\
Delhi Police Const. 15/12/2020 (Shift-I)

(a)	iafÙkQ	 (b)	lsy
(c)	dkWye	 (d)	dk;ZiqfLrdk dk

	330.	 MS Excel 2010 esa uhps fn, x, iQaD'ku dk ifj.kke D;k gksxk\
		  =ROUND(1.66666666666667,2)

Delhi Police Const. 15/12/2020 (Shift-I)
(a)	1.7	 (b)	2.00
(c)	1.67	 (d)	1.68
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1. (d) 2. (c) 3. (a) 4. (a) 5. (a) 6. (d) 7. (b) 8. (c) 9. (b) 10. (a)
11. (a) 12. (b) 13. (d) 14. (d) 15. (b) 16. (b) 17. (d) 18. (c) 19. (d) 20. (c)
21. (d) 22. (d) 23. (d) 24. (d) 25. (b) 26. (a) 27. (b) 28. (c) 29. (b) 30. (c)
31. (d) 32. (a) 33. (a) 34. (b) 35. (a) 36. (a) 37. (d) 38. (b) 39. (d) 40. (b)
41. (c) 42. (c) 43. (a) 44. (d) 45. (a) 46. (c) 47. (b) 48. (d) 49. (c) 50. (b)
51. (c) 52. (d) 53. (b) 54. (a) 55. (b) 56. (d) 57. (a) 58. (a) 59. (b) 60. (d)
61. (d) 62. (d) 63. (d) 64. (d) 65. (b) 66. (d) 67. (d) 68. (d) 69. (a) 70. (c)
71. (d) 72. (d) 73. (b) 74. (c) 75. (a) 76. (b) 77. (d) 78. (a) 79. (a) 80. (c)
81. (c) 82. (b) 83. (d) 84. (b) 85. (b) 86. (c) 87. (c) 88. (a) 89. (a) 90. (d)
91. (a) 92. (d) 93. (c) 94. (b) 95. (a) 96. (b) 97. (b) 98. (c) 99. (a) 100. (c)

101. (a) 102. (b) 103. (b) 104. (b) 105. (a) 106. (a) 107. (c) 108. (b) 109. (b) 110. (b)
111. (b) 112. (d) 113. (c) 114. (c) 115. (c) 116. (b) 117. (d) 118. (a) 119. (d) 120. (b)
121. (d) 122. (b) 123. (c) 124. (a) 125. (d) 126. (c) 127. (d) 128. (b) 129. (a) 130. (c)
131. (d) 132. (a) 133. (a) 134. (d) 135. (b) 136. (c) 137. (c) 138. (a) 139. (c) 140. (b)
141. (d) 142. (b) 143. (d) 144. (c) 145. (c) 146. (c) 147. (d) 148. (c) 149. (d) 150. (a)
151. (d) 152. (b) 153. (c) 154. (d) 155. (a) 156. (b) 157. (c) 158. (c) 159. (d) 160. (a)
161. (b) 162. (b) 163. (c) 164. (c) 165. (d) 166. (a) 167. (c) 168. (a) 169. (b) 170. (d)
171. (c) 172. (c) 173. (d) 174. (b) 175. (d) 176. (d) 177. (b) 178. (c) 179. (d) 180. (b)
181. (d) 182. (d) 183. (a) 184. (a) 185. (a) 186. (a) 187. (a) 188. (c) 189. (b) 190. (d)
191. (b) 192. (d) 193. (a) 194. (a) 195. (d) 196. (c) 197. (d) 198. (d) 199. (d) 200. (a)
201. (c) 202. (a) 203. (d) 204. (d) 205. (c) 206. (c) 207. (c) 208. (a) 209. (c) 210. (a)
211. (d) 212. (a) 213. (d) 214. (c) 215. (d) 216. (b) 217. (c) 218. (d) 219. (b) 220. (b)
221. (b) 222. (d) 223. (c) 224. (c) 225. (a) 226. (b) 227. (d) 228. (d) 229. (c) 230. (a)
231. (b) 232. (d) 233. (b) 234. (a) 235. (b) 236. (b) 237. (a) 238. (a) 239. (a) 240. (a)
241. (a) 242. (c) 243. (c) 244. (c) 245. (c) 246. (c) 247. (d) 248. (b) 249. (a) 250. (d)
251. (c) 252. (d) 253. (c) 254. (b) 255. (d) 256. (b) 257. (d) 258. (c) 259. (d) 260. (b)
261. (c) 262. (d) 263. (b) 264. (b) 265. (b) 266. (a) 267. (c) 268. (d) 269. (d) 270. (d)
271. (d) 272. (d) 273. (b) 274. (b) 275. (c) 276. (a) 277. (d) 278. (b) 279. (d) 280. (a)
281. (c) 282. (c) 283. (c) 284. (b) 285. (b) 286. (b) 287. (b) 288. (d) 289. (a) 290 (d)
291. (a) 292. (c) 293. (a) 294. (b) 295. (c) 296. (c) 297. (d) 298. (d) 299. (c) 300. (d)
301. (d) 302. (b) 303. (d) 304. (a) 305. (b) 306. (b) 307. (a) 308. (b) 309. (c) 310. (c)
311. (a) 312. (b) 313. (d) 314. (b) 315. (d) 316. (c) 317. (b) 318. (d) 319. (a) 320. (d)
321. (d) 322. (c) 323. (c) 324. (a) 325. (d) 326. (b) 327. (a) 328. (c) 329. (b) 330. (c)

mRrjekyk
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6 bZ&esy
E-mail

E-mail
	� E-mail dk iwjk uke Electronic-mail gSA
	� E-mail  ;g ,d izdkj dk i=k gksrk gS] tks fdlh 
bysfDVªd fMokbl osQ ekè;e ls Hkstk tkrk gSA

	� E-mail  }kjk Audio, Video, Picture/Image, 
Zipped File, Document File lHkh Hkst ldrs gSaA

	� E-mail dk iQkWesZV 1970 esa rS;kj gqvk FkkA
	� lcls igys E-mail 1971 "Ray Tomlinson" us QWERTYUIOP 
fy[k dj Test fd;k FkkA

		  E-mail osQ tud & Raymond Samuel Tomlinson (Ray 
Tomlinson)

		  Hkkjr esa E-mail osQ tud - Shiva Ayyadurai
	� bUgksaus E-mail dks ARPANET osQ ekè;e ls HkstkA

		  fdlh Hkh E-mail osQ nks ikVZ gksrs gSaA
		 1. User Name	 2. Domain Name / Host name
		  E-mail Address–	 rojgarwithankit@gmail.com
		  @ – At the rate fpUg ;wtj use dks Mksesu use ls tksM+rk @ vyx 

djrk gSA

E-mail ls lacaf/r ckrsa&
	� E-mail Address esa dksbZ fjDr LFkku ugha gksuk pkfg,A

	� @ fpUg vfuok;Z gSA

	� E-mail Id Case lsaflfVo ugha gksrh gSA (cM+s] NksVs lHkh ysVj dks 
,d tSlk Read djrh gS)

	� E-mail Password Case lsalfVo gksrk gSA
	� bZ&esy vkbZMh ges'kk vf}rh; gksrh gSA

	� E-mail Id esa vVSpesaV osQ fy, Paper Clip Icon dk bLrseky gksrk 
gSA

	� E-mail Forward djrs le; ekStwnk 
Attachement esa cnyko dj ldrs gSA

	� E-mail esa vf/dre 320 oSQjsDVj gks ldrs gSaA @ ls igys vf/dre 
64 rFkk @ osQ ckn 255 oSQjsDVj gksrs gSA

	� E-mail dk lkbt vf/dre 25 MB gksrk gSA
	� G-mail dh LVksjst 15 GB (Google Drive) gksrh gSA
	� E-mail Spoofing: fdlh Fake ID }kjk Hkstk x;k vupkgk esy 
vkSj Hkstus okyk Spoofer dgykrk gSA

	� Spam vupkgs esy Advertising Materials Spam Mail dks 
gh Junk Mail Hkh dgk tkrk gSA

	� bZ&esy Hkstus osQ fy, izs"kd dh esy vkbZMh gksuk t:jh gSA
	� ,d ckj esa ,d gh esy dks ,d ls vf/d txg Hkstus osQ fy, To] 
iQksYMj esa vYifojke (,) dk ç;ksx dj ldrs gSaA

	� ,d fnu esa vf/dre esy Hkstus dh lhek 500 gSA
	� vkidh CySdfyLV ij çs"kd osQ bZ&esy ges'kk LiSe iQksYMj esa tkrs gSaA
	� @ osQ ckbZa vksj ;wtj use o nkbZa vksj Mksesu use ekStwn gksrk gSA
	� ,d bZ&esy vkbZMh esa osQoy ,d @ o.kZ gksuk pkfg,A
	� ,d bZ&esy vkbZMh esa yxkrkj nks MkWV ugha gks ldrsA
	� Email ID esa a-z,0-9, ~!$%^&*_=+}{^?-. 'kkfey gks ldrs gSaA
	� bZ&esy esa Mksesu use esa ikWbaV (.) osQ nkbZa vksj osQ Mksesu dks TLD 
(Top Level Domain) VkWi ysoy Mksesu osQ uke ls tkurs gSaA

	� ,d ilZuy daI;wVj dk ç;ksx djosQ ,d ls vf/d bZ&esy vkbZMh 
vyx&vyx uke ls cuk ldrs gSaA

	� iQkbysa vkSj best lHkh dks vVSp dj ldrs gSaA
	� lCtsDV] daVsaV dk laf{kIr lkjka'k gksrk gS] ijarq bZ&esy daikst djrs 
le;  bldh vfuok;Zrk ugha gksrh gSA

	� bZ&esy esa iQkWjoMZ djrs le;] eSlst tksM+uk ;k ekStwnk eSlst dks 
gVkuk laHko gSA

	� vkmVyqd esy osQ tfj;s çfrfnu vf/dre 300 esy Hkst ldrs gSa] 
Microsoft 365 xzkgd ,d fnu esa 5000 izkIrdrkZvksa dks bZ&esy 
Hkst ldrs gSA

bZ&esy ist osQ fofHkUu iQksYMj ,oa mudk mi;ksx
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Compose: ;g fyad ,sls ist dks Open djrk gS tgk¡ vki 
fdlh eSlst dks fy• ldrs gSa rFkk vU; ;wtj dks çsf"kr dj ldrs gSaA 
lkekU; 'kCnksa esa bls jkbV fodYi osQ :i esa Hkh ge le> ldrs gSaA
Inbox: çkIr bZ&esy dks ns•us osQ fy,@dksbZ Hkh bZ&esy loZçFke 
buckWDl esa vkrk gSA
Outbox: blesa oks eSlst jgrs gSa tks ;wtj us rks Hkst fn;s gSa ijarq 
vHkh lsaM ugha gq;sA
Draft: MªkÝV esa og eSlst jgrk gS tks Vkbi rks dj fy;k gS ij vHkh 
rd lsaM ugha fd;k@v/wjs esyA
Junk/Spam Mail: ;s fofHkUu O;olkf;d çfr"Bkuksa osQ foKkiu 
osQ lans'k gksrs gSaA bUgsa tad esy Hkh dgk tkrk gSA
Send Items: blesa os esy gksrs gSa tks lsaM gks pqosQ gSaA
Starred: blesa ge vius ilanhnk ;k t:jh eSlst dks fpfUgr 
Starred djosQ j•rs gSaA

Snoozed: tc rd vkidks ml esy dh t:jr u gks rc rd mls 
Vky nsa] tc ge th&esy esa fdlh bZesy dks Luwt dj nsrs gSa rks ;g 
oqQN le; osQ fy, xk;c gks tkrk gSA tc vki pkgsa rc og bZesy 
vkiosQ buckWDl osQ 'kh"kZ ij vkiosQ pqus x, le; ij vk tk;sxk] ;k 
oqQN le; osQ fy, buckWDl esa ls gVk nsaA 

Trash Folder: fMyhV fd, x, fdlh Hkh bZ&esy dks LVksj djus 
osQ fy, VªS'k dk ç;ksx fd;k tkrk gSA tks Hkh esy ge fMyhV djrs gSa 
og VªS'k iQksYMj esa pyk tkrk gS o 30 fnu rd jgrk gS mlosQ ckn 
vius vki fMyhV gks tkrs gSa ;fn ge pkgsa rks bls VªS'k iQksYMj ls 
okil Hkh yk ldrs gSaA

Archived Chat: blesa og esy gksrs gSa ftUgsa ge veweu fNik 
dj j•uk pkgrs gSa ;k oqQN le; osQ fy, ukeZy eSlst ls fNikdj 
j•rs gSaaA

Reply: tc vkidks dksbZ esy çkIr gksrk gS rks ge fjIykbZ osQ tfj;s 
mldk tckc nsrs gSaA
Forward: ,d txg ls vk;s gq, esy dks fdlh nwljh txg Hkstus 
osQ fy, iQkWjoMZ djrs le; esy dks ,fMV Hkh fd;k tk ldrk gS o 
blesa vk;s vVspesaV dks tksM+k o gVk;k Hkh tk ldrk gSA

Email Header: blesa esy Hkstus okys vkSj çkIr djus okys 
O;fÙkQ dk bZesy ,Mªsl vkSj esy osQ ckjs esa mldk fo"k; o ml esy 
dh dkWih fdl&fdl dks Hksth tk jgh gS] ;s lc tkudkjh nh tkrh 
gSA Ex- From, To, CC, BCC, Subject.
Body: bZ&esy osQ bl fgLls esa esy dh lEiw.kZ@eq[; tkudkjh o ;fn 
dksbZ iQkby (Image, Audio, Video, Link, PDF, DOC, etc.) 
Attached djuh gks rks og lkFk esa laXyu dh tkrh gSA

To: blesa og bZ&esy ,Mªsl Mkyk tkrk gS] ftls esy Hkstuk gks] ;k 
tks esy çkIrdrkZ gSA
Cc (Carbon Copy): bl esy dh dkWih mu lHkh dks çkIr 
gksxh ftudk bZ&esy ,Mªsl Cc esa Mkyk tk;sxk vkSj mUgsa ;s Hkh fn•sxk 
fd bl esy dh dkWih vkSj fdl&fdl dks Hksth xbZ gSA ;g iQhYM 
oSdfYid gksrk gSA
		 Ctrl + Shift + C

Bcc (Blind carbon copy): bl esy dh dkWih mu lHkh 
dks çkIr gksxh ftudk bZ&esy ,Mªsl Bcc esa Mkyk tk;sxk ij mUgsa ;g 
ugha fn•sxk fd ;g esy vkSj fdl&fdl dks Hkstk x;k gSA ;g iQhYM 
oSdfYid gksrk gSA
		 Ctrl + Shift + B
Subject: blesa Hksts tkus okys esy dh fo"k; oLrq@mís'; fy•k 
tkrk gSA 

From: blesa og bZ&esy ,Mªsl Show gksrk gS] ftlus ;k ftlosQ }
kjk esy Hkstk x;k gS] ;kfu dh Sender dk esy ,Mªsl 'kks gksrk gS] 
Mail Hkstrs le; gesa viuh esy vkbZMh ugha fy•uh gksrh] og Lor% 
gh Mail dks Receive djus okys loZj ij 'kks gksxhA

	� G-mail osQ fy, esy etZ dh vf/dre lhek 500 gSA
	� Mail Merge iQaD'ku dk iqjkuk uke Multi Send FkkA
	� E-mail dk vk/qfud Lo:i ,d Hkkjrh; ¶f'kok vÕ;nqjbZ¸ osQ }kjk 
iznku fd;k x;kA

		 Father of E-mail in India - Shiva Ayyadurai
E-mail dks Hkstus osQ fy, Protocols: (Set of rules)
	1.	 SMTP - Simple Mail Transfer Protocol: ;g ,d 

bZ&esy lacaf/r izksVksdkWy gS ftldk iz;ksx daI;wVj ls nwljs daI;wVj ij 
bZ&esy Hkstus osQ fy, fd;k tkrk gSA

		 SMTP nks izdkj osQ gksrs gSA
		 1. End to End Method
		 2. Store and Forward Method
	2.	 POP3 - Post Office Protocol3: ;g ,d bZ&esy lacaf/r 

izksVksdkWy gS] ftldk iz;ksx bZ&esy izkIr djus esa fd;k tkrk gSA
		 POP3 esa 3 ls gekjk vfHkizk; rhljs laLdj.k ls gSA
	3.	 IMAP - Internet Messaging Access Protocol
		  Send: lasM dk iz;ksx esy dks@Vkbi djosQ ;k iQkby dks vVSp djosQ 

iQkbuy Hkstus osQ fy, fd;k tkrk gSA
		  Attachment: bZesy esa ge vVSpesaV djosQ dksbZ Hkh MkWD;wesaV Hkst 

ldrs gSa ;k fiQj dksbZ lkWÝVos;j] ohfM;ks] vkWfM;ks] iQkby] best@
fiDpj] ftIM iQkby Hkh Hkst ldrs gSa] ijarq blosQ vanj vVSpesaV dh 
lhek gksrh gS& osQoy 25MB esa vVSpesaV djosQ Hkst ldrs gSa vxj 
ge T;knk cM+h iQkby dks 'ks;j djuk pkgrs gSa rks ge xwxy Mªkbo dk 
iz;ksx dj ldrs gSaA

		  Insert Link: bldk iz;ksx esy esa fyad dks balVZ djus osQ fy, 
fd;k tkrk gSA (Ctrl + K)

		 Insert Files Using Drive: ;fn vkiosQ }kjk Attached File 
25 MB ls vf/d gS] rks th&esy bls Lor% gh Google Drive 
Link ls tksM+dj lsaM djrk gSA
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		 Attachment osQ fy, Paper clip Icon dk iz;ksx fd;k tkrk gSA

	� Insert Emoji: esy esa beksth dk iz;ksx djus osQ fy,A 
(Ctrl+Shift+2)

	� Insert Signature: esy osQ var esa gLrk{kj tksM+us osQ fy,A

	� G-mail dh Paid Service dks Google Workspace osQ uke ls 
tkuk tkrk gS] o blls ,d bZ&esy esa To, CC vkSj BCC iQhYM lfgr 
2000 izkIrdrkZvksa dks esy Hkstus dh fyfeV gSA

	� tc ge ,d lkFk dbZ yksxksa dks bZ&esy Hkstrs gSaA rks mls Bulk 
Email dgk tkrk gSA

	� esy dks Hkstrs le; esy osQ var es Lor% gh tksMs+ x, VsDLV osQ xzqi 
dks Signature dgk tkrk gSA

	� fdlh ,d O;fDr ls vk;s gq, esy dks] fdlh vU; O;fDr dks Hkstus 
osQ fy, Forward dk iz;ksx fd;k tkrk gSA

	� tc bZ&esy dks Hkstk tkrk gS] rks og VqdM+ksa esa VwV tkrk gS] ftls 
Packets dgk tkrk gSA

	� 30 vxLr 1982 dks] vesfjdh ljdkj us Hkkjrh; ewy osQ f'kok 
vÕ;knqjbZ dks E-mail osQ fy, igyk Copyright iznku fd;k o 
vkf/dkfjd rkSj ij E-mail osQ vkfo"dkjd osQ :i esa ekU;rk nhA] 
bUgksus bZ&esy osQ Rules/Protocols ij dke fd;k o esy osQ ekStwn 
Lo:i dks rS;kj fd;kA

	� 1978 esa f'kok vÕ;knqjbZ th us 
14 o"kZ dh mez esa ;wfuoflZVh 
vkWiQ esfMflu ,aM MsafVLVªh vkWiQ 
U;w tlhZ osQ fy, E-mail 
System cukus dk dke 'kq: 
fd;k FkkA

	� vkt osQ bZ&esy System Store and Forward Model ij 
vkèkkfjr gSA

	� vkidks cl ,d esy loZj ;k oscesy baVjisQl ls dusDV djus dh 
vko';drk gS] ftlosQ ckn vki dgha ls Hkh vkSj fdlh dks Hkh esy 
lsaM vkSj fjlho dj ldrs gSaA

	� E-mail osQ ekè;e ls ftrus Hkh esy tkrs gSa] mUgsa Security osQ 
Form esa ASCII esa dksM fd;k tkrk gSA

		  ASCII - blesa osQoy VsDLV flD;ksj :i ls Hkstk tkrk gSA

		 ASCII osQ 8 bits Extensions esa VksVy 256 Code gksrs gSaA 
	� E-mail esa rhu izdkj osQ Inbox Tab ekStwn gksrs gSaA

		  Primary: Normal Mail

		  Social: Facebook, Instagram, Twitter, Youtube Activity 
Related Mail

		  Promotions: Offers / Discount / Coupon Mail Related 
Mail

		 tc vki buckWDl lsD'ku esa fdlh bZ&esy ij fDyd djrs gSa] rks 
og eSlst isu esa vksiu gks tk;sxk] vc vki ml esy dks i<+ ldrs 
gSa vkSj ;gk¡ ekStwn fofHkUu vkWI'ku osQ ekè;e ls ml esy ij viuk 
jsLiksal (fjIykbZ] fj,D'ku) osQ ekè;e ls ns ldrs gSaA Reply, Reply 
All, Forward

	� G-mail osQ ekè;e ls Video Conferencing osQ fy, Google 
Meet dk iz;ksx fd;k tkrk gSA Google Meet dh izQh lsok osQ 

ekè;e ls ge ,d ckj esa 100 yksxksa osQ lkFk vf/d ls vf/d 60 

feuV rd dh Video Conferencing Meeting dj ldrs gSA

	� Domain Name ;g crkrk gS fd fdl daiuh osQ esy loZj dk 
iz;ksx fd;k tk jgk gSA

E-mail Limit
		  Google gesa ekud G-mail [kkrs osQ lkFk izfr fnu 500 Email 

vkSj Hkqxrku fd, x, Google Workspace [kkrs osQ lkFk izfrfnu 
2000 E-mail Hkstus dh vuqefr nsrk gSA

		 G-mail Free Service - Standard G-mail Account
		 G-mail Paid Service - Google Workspace

	� G-mail esa Hksth gqbZ esy dks okil yk;k tk ldrk gS ysfdu bldh 
le; lhek By Default 5 Second gksrh gS] ge pkgsa rks vius 
vuqlkj bl Vkbfeax dks lsfVax esa tkdj 10,20,30 Second rd dj 
ldrs gSaA
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E-mail Service Providers
		  oqQy nks izdkj dh bZ&esy lsok,¡ gksrh gSaA

	1.	 E-mail Client
		  ;s ,d daI;wVj izksxzke gS] tks ;k rks igys ls gh vkiosQ daI;wVj esa 

ekStwn gksrs gSa ;k vki bUgsa MkmuyksM dj ldrs gSa Outlook vkSj 
Windows Live Mail blosQ blosQ mnkgj.k gSA bl lkWÝVos;j dh 
enn ls vki bZ&esy Hkst vkSj izkIr dj ldrs gSaA Ex- Proton mail, 
Mozilla, Thunderbird, Windows Live Mail, Gmail.

	2.	 Webmail Interface
		  esy Hkstus ;k izkIr djus dk ;s lcls yksdfiz; rjhdk gSA vf/dka'k 

mi;ksxdrkZ E-mail Service osQ :i esa Webmail ;k Online 
Mail dk gh mi;ksx djrs gSaA

		  1. Gmail - Google Mail
		  Founder - Paul Buchheit
		  Year - 1 April 2004
		  G-mail Attachment Limit - 25 MB per 

Mail
		  Free Storage on G-mail in Starting - 1 GB
		  Free Storage on G-mail in Present-15 GB
		  Old Domain of G-mail - Garfiled.com
		  Domain of G-mail in Present - gmail.com
		  Security - TLS (Transport Layer Security)

● �Mail clients are software programs that 
allow you to send and receive emails for 
your personal computer. 

● �Examples include: Mozilla Thunderbird, 
Microsoft Outlook Express, Incredimail

● �Webmail type email is a type of email 
server you can access through an 
internet browser 

● �Examples of different webmail services: 
Gmail, Hotmail, Yahoo, AOL 

Mail Client Webmail

		  2. Yahoo Mail
		  Founder - Jerry Yang and David Filo
		  Year - January 1994
		  Launched Year - 8 October 1997
		  Attachment Limit - 25 MB
		  Storage - 1 TB
		  Security - TLS
		  3. MS OUTLOOK
		 Old Name - Hotmail
		  Founder - Sabeer Bhatia & Jack Smith
		  Founded Year - 1996

		  Acquired by Microsoft - 1997
		  Attachment Limit - 20 MB
		  Storage - 15 GB
		  Security - TLS
		  Hotmail dk vkfo"dkj ,d Hkkjrh; lchj HkkfV;k o muosQ lkFkh 

tSd fLeFk us 1996 esa fd;k Fkk ckn esa bls December 1997 
esa ekbozQkslkWÝV us $400 Million esa  HkkfV;k ls [kjhn fy;k o 
ekbozQkslkWÝV us Hotmail dk uke cnydj MS Outlook dj fn;kA

		  E-mail client / Software nksuksa izdkj ls bLrseky fd;k tkrk gSA

	� Microsoft dk PIM (Personal Information Manager), MS 
Outlook dks dgk tkrk gSA

		 MS Outlook esa u;k lans'k cukus osQ fy, mQij ckb± vksj New 
Message osQ uke ls vkWI'ku gksrk gS] ftlosQ fy, Ctrl + Shift + M 
'kkWVZdV oqaQth dk iz;ksx fd;k tkrk gSA

		  4. AOL.COM: America Online Mail
		  Founder - Steve Case, Marc Seriff, Jim Kimsey, 

William Von Meister
		  Founder Year - 1983
		  Owned By - Verizon
		  5. iCloud Mail: Apple
		  Founder - Steve Mare Seriff, Jim 

Kimsey, William Von Meister
		  Launched - 12 October 2011
		  bls MacOS vkSj iOS osQ lkFk 'kkfey fd;k x;k gSA

		  6. Zoho Mail: Zoho Corporation
		  Zoho Mail Offers Both - Personal and 

business email Services
		  Founder - Sridhar Vembu, Tony Thomas
		  Founded Year - 1996
		  7. Yandex Mail:
		  Yandex Founded Year - 1997
		  Founder - Arkady Volozh, Arkady 

Borkovsky, Ilya Segalovich
		  Russian Mail Service Provider Launched 

- 26 June 2000
		  8. Lycos Mail:
		  Yandex Founded Year - May 1994
		  Founder - Michael Loren Mauldin
		  9. Tutanota Mail:
		  Yandex Founded Year - May 1994
		  Founder - Arne Mohle

		
Some E-mail Service Providers
	1.	 G-Mail – 1 April 2004 (GOOGLE) 
	2.	� Hot-Mail – 4 July 1996 (Sabeer Bhatia later bought by 

Microsoft Corporation) 
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	3.	 Outlook – 1997 (Microsoft Corporation) 
	4.	 Proton Mail – May 2014 (Proton Technologies) 
	5.	� Yahoo! Mail – January 1994 (Jerry Yang and David 

Filo)
	6.	 Indiatimes
	7.	� Rediff Mail – 1996 (Ajit Balakrishnan, Headquater-

Mumbai)
	8.	� AOL Mail, Zoho Mail, iCloud Mail (Apple), Yandex 

Mail, Titan, GMX Mail, Hubspot, Tutanota

E-mail Security
		  PGP - Pretty Good Privacy: ;g ,d lqj{kk dk;ZozQe gS 

ftldk mi;ksx bZesy dks fMfozQIV vkSj bfUozQIV djus vkSj fMftVy 
gLrk{kj vkSj iQkby ,fUozQI'ku osQ ekè;e ls bZesy lans'kksa dks izekf.kr 
djus osQ fy, fd;k tkrk gSA

		  SSL - Secure Sockets Layer: ;g osclkbV~l dks izekf.kr 
djrs gSa vkSj mUgsa HTTP NksM+dj HTTPs ,ufozQI'ku viukus dh 
lqfo/k nsrs gSa] ftlls vkxarqdksa }kjk fdlh osclkbV dks Hksth tkus 
okyh ;k mlls izkIr gksus okyh  ewY;oku tkudkjh osQ vknku&iznku 
dks lqj{kk feyrh gSA

		  TLS - Transport Layer Security: thesy vkiosQ bZesy dks 
Lopkfyr :i ls ,fUozQIV djosQ vkidh tkudkjh dks lqjf{kr j[krk 
gS] tks fMyhojh osQ nkSjku mUgsa ,d dksM esa cny nsrk gSA bl lqj{kk 
midj.k dks VªkaliksVZ ys;j flD;ksfjVh dgk tkrk gSA Vh,y,l vkSj 
nwljksa dks vkiosQ bZesy i<+us ls jksdus esa enn djrk gSA

E-mail Port Number
	 	 SMTP Port No. → 25
	 	 POP Port No. → 110
	 	 IMAP Port No. → 143
	 	 MIME → No Port Number
Mail oSQls Hkstrs gS
	 	 G-mail Site → Login with mail address → Password 

→ Click on Compose → A new Interface Open → To – 
Receiver Mail ID → CC/BCC → Subject → Body (Type 
Real Content) → Attach Files → Send

E-Mail Signature
	 	 bldk iz;ksx esy osQ var esa fd;k tkrk gS] ftlesa Mail Hkstus okyk 

viuh Information nsrk gS] ge bls Automatic Set dj ldrs 
gSa] ftlls gj esy osQ var esa Lor% gh tqM+ tk;sA blesa vDlj ,d 
uke O;kolkf;d laioZQ tkudkjh] ,d osclkbV URL vkfn gksrs gSaA

E-Mail Bombing
	 	 fdlh O;fDr osQ E-Mail irs ij lSdM+ksa ;k gtkjksa 

lans'k ,d lkFk Hkstus dks Email Bombing dgk 
tkrk gS] bls i=k ce osQ :i esa Hkh tkuk tkrk gSA

E-Mail Spoofing
	 	 E-mail ls lEcaf/r Crime/Frauds dks E-mail Spoofing dgrs 

gSaA bZesy LiwfiQax lkbcj geys dk ,d :i gS ftlesa ,d gSdj ,d 
bZesy Hkstrk gS ftls gsj&iQsj djosQ ,slk çrhr fd;k tkrk gS tSls fd 
;g fdlh fo'oluh; lzksr ls mRiUu gqvk gksA bZesy LiwfiQax fiQf'kax 
vkSj LiSe vfHk;kuksa esa mi;ksx dh tkus okyh ,d yksdfç; j.kuhfr 
gS D;ksafd yksxksa dks bZesy •ksyus dh vf/d laHkkouk rc gksrh gS tc 
mUgsa yxrk gS fd ;g fdlh Kkr çs"kd }kjk Hkstk x;k gSA bZesy LiwfiQax 
dk y{; çkIrdrkZvksa dks lans'k •ksyus ;k mldk tokc nsus osQ fy, 
/ks•k nsuk gSA

E-Mail Phising
	 	 ,d vkWuykbu ?kksVkyk gS tks miHkksDrkvksa dks ,d bZ&esy Hkstdj 

VkjxsV djrk gS] tks ,d isQel lkslZ ls vkrk gS] bZ&esy] iQksu ;k VsDLV 
eSlst dh lgk;rk ls laosnu'khy tkudkjh ;k MkVk dks gkfu igq¡pkus 
dk iz;kl Phishing dgykrk gSA

Address Book
	 	 Address Book esa bZ&esy irksa dks lafpr fd;k tkrk gSA ,Mªsl cqd 

esa lafpr bZ&esy irksa dks nqckjk Vkbi djus dh vko';drk ugha gksrhA

	1.	 vkidh CySdfyLV izs"kdksa osQ bZesy ges'kk LiSe esa tkrs gSaA

	2.	G-mail esa vius bZesy dks oxhZo`Qr djus osQ fy, yscy dk mi;ksx 
djrs gSaA yscy iQksYMj dh rjg gksrs gSaA

	3.	G-mail esa iqjkus eSlst dks [kkstus osQ fy, tc vki older_
than:5d Vkbi djrs gSa] rks vkidks nks fnu ls vf/d iqjkus eSlst 
izkIr gksaxsA vki eghuksa osQ fy, m ;k o"kZ osQ fy, y dk iz;ksx dj 
ldrs gSaA
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	 1.	 fdlh bZ&esy osQ vVSpesaV gks ldrs gSa_
	 (1)	 fMftVy rLohjsa
	 (2)	 MkWD;wesaV

Delhi Police Const. 14/11/2023 (Shift-I)
	 (a)	 osQoy (1)
	 (b)	 osQoy (2)
	 (c)	 u rks (1) vkSj u gh (2)
	 (d)	 nksuksa (1) vkSj (2)
	 2.	 fuEufyf•r esa ls dkSu&lk] ;wtlZ osQ chp lans'kksa osQ vknku&çnku 

osQ fy, ,d daI;wVj vk/kfjr ,fIyosQ'ku gS\
Delhi Police Const. 14/11/2023 (Shift-II)

	 (a)	 Økse (Chrome)	 (b)	 bZ&esy (Email)
	 (c)	 fcax (Bing)	 (d)	 eksftyk (Mozilla)
	 3.	 fdlh iQkby ;k nLrkost dks bZesy eSlst esa vVSp djus osQ fy, 

fdl vkbdu dk mi;ksx fd;k tkrk gS\
Delhi Police Const. 14/11/2023 (Shift-III)

	 (a)	 isu vkbdu	 (b)	 VªS'k oSQu vkbdu
	 (c)	 Lekbyh vkbdu	 (d)	 isij fDyi vkbdu

	 4.	 bZesy esa CC iQhYM dk mís'; D;k gS\
Delhi Police Const. 15/11/2023 (Shift-I)

	 (a)	 ;g bafxr djuk fd bZesy cgqr T;knk t:jh gS
	 (b)	 çkIrdrkZ ls i<+us ij Acknowledgement (jhM fjlhV) dk 

vuqjks/ djuk
	 (c)	 vfrfjDr lqj{kk osQ fy, bZesy dks ,fUØIV djuk
	 (d)	 ,sls vfrfjDr çkIrdrkZvksa dks 'kkfey djuk ftUgsa lwfpr j•k 

tkuk pkfg,

	 5.	 bZesy fy•rs le; mi;ksxdrkZ dks 'Subject' iQhYM esa D;k fy•uk 
gksrk gS\

Delhi Police Const. 15/11/2023 (Shift-II)
	 (a)	 bZesy eSlst dk eq[; fo"k;
	 (b)	 bZesy dks vf/d jkspd cukus osQ fy, ,d Lekbyh ;k beksth
	 (c)	 çs"kd dk bZesy ,Mªsl
	 (d)	 çkIrdrkZ dk bZesy ,Mªsl

	 6.	 fuEufyf•r esa ls dkSu&ls çrhd dk mi;ksx] fdlh bZesy osQ 
mi;ksxdrkZ uke vkSj bZesy loZj osQ Hkkxksa dks vyx djus osQ fy, 
fd;k tkrk gS\

Delhi Police Const. 16/11/2023 (Shift-I)
	 (a)	 $	 (b)	 %
	 (c)	 #	 (d)	 @
	 7.	 bZesy DykbaV esa lkbu bu djus osQ fy, vkerkSj ij dkSu lh tkudkjh 

dh vko';drk gksrh gS\
Delhi Police Const. 16/11/2023 (Shift-II)

	 (a)	 bZesy irk vkSj ikloMZ
	 (b)	 iwjk uke vkSj tUe frfFk
	 (c)	 lks'ky ehfM;k vdkmaV fooj.k
	 (d)	 iQksu uacj vkSj irk

	 8.	 fuEufyf•r esa ls dkSu&lk iQhYM çkIrdrkZ dks ;g n'kkZrk gS fd 
lans'k fdl ckjs esa gS\

Delhi Police Const. 16/11/2023 (Shift-III)
	 (a)	 lCtsDV (Subject)	 (b)	 Vq (To)
	 (c)	 flXuspj (Signature)	 (d)	 MsV (Date)
	 9.	 thesy esa bZesy lkWfVZax ls lacaf/r fuEufyf•r esa ls dkSu lk dFku 

xyr gS\
Delhi Police Const. 17/11/2023 (Shift-I)

	 (a)	 ge bZesy dks dbZ dkjdksa osQ vk/kj ij Nk¡V ldrs gSa] tSls fd 
fo"k;] çs"kd] vkdkj ;k lans'k dh vk;qA

	 (b)	 esy Nk¡Vus ls gesa vius buckWDl ls vokafNr bZesy gVkus vkSj 
mu esfyax ls vklkuh ls vulClØkbc djus esa enn ugha feyrh 
ftudh gesa t:jr ugha gSA

	 (c)	 esy Nk¡Vus ls gesa vkiosQ buckWDl ls vokafNr bZesy gVkus vkSj 
mu esfyax ls vklkuh ls vulClØkbc djus esa enn feyrh gS 
ftudh gesa t:jr ugha gSA

	 (d)	 ge vkiosQ bZesy irs dk fdl fy, mi;ksx djrs gSa] bl ij 
fuHkZj djrs gq,] bZesy Nk¡Vus ls vkidks fof'k"V ekunaMksa osQ 
vkèkkj ij Nk¡Vs x, lans'kksa dks ns•dj #>kuksa vkSj i=kkpkj ij 
utj j•us esa Hkh enn fey ldrh gS

	 10.	 fuEufyf•r esa ls dkSu lk fodYi] bZ&esy ,Mªsl dh lgh lajpuk 
(LVªDpj) gS\

Delhi Police Const. 17/11/2023 (Shift-II)
	 (a)	 name_domain-com
	 (b)	 name@domain.com
	 (c)	 name.com
	 (d)	 name@com_domain
	 11.	 fdlh bZesy dk mÙkj nsrs le; ^mÙkj nsa* (Reply) vkSj ^lHkh dks 

mÙkj nsa* (Reply All) osQ chp eq[; varj D;k gS\
Delhi Police Const. 17/11/2023 (Shift-III)

	 (a)	 ^fjIykbZ* bZesy dks fof'k"V laidks± dks vxzsf"kr djrk gS] tcfd 
^fjIykbZ vkWy* ewy bZesy dks irk iqfLrdk esa lHkh laidks± dks 
vxzsf"kr djrk gSA

	 (b)	 ^fjIykbZ* osQoy ewy çs"kd dks çfrfØ;k Hkstrk gS] tcfd 
^fjIykbZ vkWy* ewy bZesy osQ lHkh çkIrdrkZvksa dks çfrfØ;k 
Hkstrk gSA

	 (c)	 ^fjIykbZ* vkidks çfrfØ;k Hkstus ls igys ewy bZesy dh lkexzh 
dks laikfnr djus dh vuqefr nsrk gS] tcfd ^fjIykbZ vkWy* 
Lopkfyr :i ls çfrfØ;k esa laiw.kZ ewy bZesy dh lkexzh dks 
'kkfey djrk gSA

	 (d)	 ^fjIykbZ* ewy bZesy ls fdlh Hkh iQkby dks layXu djrk gS] 
tcfd ^fjIykbZ vkWy* çfrfØ;k esa laiw.kZ ewy bZesy dh lkexzh 
osQ lkFk fdlh Hkh vuqyXud dks 'kkfey djrk gSA

	 12.	 fuEufyf•r esa ls dkSu lk@ls bysDVªkWfud esy dh ekud lajpuk dk@
osQ Hkkx gS@gSa\

Delhi Police Const. 20/11/2023 (Shift-II)

ijh{kksi;ksxh iz'u
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	 (a)	 gsMj vkSj ckWMh nksuksa	 (b)	 osQoy gsMj
	 (c)	 osQoy ckWMh	 (d)	 u rks gsMj vkSj u gh ckWMh

	 13.	 fMiQkWYV :i ls thesy (Gmail) esa ;wtj dks gky gh esa çkIr gq, 
fdrus bZesyksa dks lkWVZ fd;k tk ldrk gS\

Delhi Police Const. 20/11/2023 (Shift-III)
	 (a)	 25	 (b)	 100
	 (c)	 75	 (d)	 50
	 14.	 fdlh bZesy esa iQkbysa vVSp djus dk mís'; D;k gksrk gS\

Delhi Police Const. 21/11/2023 (Shift-I)
	 (a)	 bZesy esa ltkoVh ,fyesaV Mkyuk
	 (b)	 bZesy dk lkbt c<+kuk
	 (c)	 bZesy VsDLV dks iQkWeZsV djuk
	 (d)	 Recipient osQ lkFk MkWD;wesaV] bestsl ;k vU; iQkbysa 'ks;j 

djuk

	 15.	 fdlh bZ&esy ij ysoy (Label) vlkbu djus ls lacaf/r fuEufyf•r 
esa ls dkSu&lk dFku xyr gS\

Delhi Police Const. 21/11/2023 (Shift-II)
	 (a)	 fdlh bZ&esy ij yscy vlkbu djuk] mls fdlh fof'k"V 

iQksYMj esa ys tkus osQ leku gSA
	 (b)	 ge vius buckWDl dks lkWVZ (Sort) djus osQ fy, bZ&esy esa 

yscy dk mi;ksx dj ldrs gSaA
	 (c)	 ge vius buckWDl dks lkWVZ (Sort) djus osQ fy, bZ&esy esa 

yscy dk mi;ksx ugha dj ldrs gSaA
	 (d)	 ge ,d gh bZ&esy ij ,dkf/d yscy yxk ldrs gSaA

	 16.	 fuEufyf•r esa ls dkSu lk o.kks± dh ,d xqIr fLVªax (Secret 
String) gS ftldk mi;ksx çek.khdj.k çfØ;k osQ nkSjku mi;ksxdrkZ 
dh igpku lR;kfir djus osQ fy, fd;k tkrk gS\

Delhi Police Const. 22/11/2023 (Shift-I)
	 (a)	 Mksesu uke (Domain Name)
	 (b)	 ikloMZ (Password)
	 (c)	 mi;ksxdrkZ uke (User Name)
	 (d)	 osclkbV (Website)
	 17.	 bZesy DykbaV dk çkFkfed mís'; D;k gksrk gS\

Delhi Police Const. 22/11/2023 (Shift-II)
	 (a)	 ohfM;ks xse •syuk	 (b)	 iQksVks ,fMV djuk
	 (c)	 bZesy i<+uk vkSj Hkstuk	 (d)	 LçsM'khV cukuk
	 18.	 bZ&esy osQ lanHkZ esa 'CC' dk iw.kZ :i D;k gS\

Delhi Police Const. 22/11/2023 (Shift-III)
	 (a)	 dEikst psd (Compose Check)
	 (b)	 dkWfUiQMsaf'k;y daVsUV (Confidential Content)
	 (c)	 lsaVªykbTM dE;wfuosQ'ku (Centralised Communication)
	 (d)	 dkcZu dkWih (Carbon Copy)
	 19.	 fuEufyf•r esa ls dkSu&lk ?kVd lkekU;r% bZesy osQ gsMj esa 'kkfey 

gksrk gS\
Delhi Police Const. 23/11/2023 (Shift-I)

	 (a)	 fo"k; (subject line)
	 (b)	 eq[; Hkkx (body text)

	 (c)	 vfHkoknu (salutation)
	 (d)	 gLrk{kj (signature)
	 20.	 fuEufyf•r esa ls og dkSu&lk {ks=k gS] tgk¡ vkmVxksbax lans'k ;k ,sls 

lans'k tks Hkstus dh çfØ;k esa gSa ;k tks Hksts tkus esa foiQy jgs gSa] 
laxzfgr gksrs gSa\

Delhi Police Const. 23/11/2023 (Shift-II)
	 (a)	 lsaVesy	 (b)	 vkmVckWDl
	 (c)	 VªS'k	 (d)	 buckWDl
	 21.	 vki tks lans'k fy• jgs gSa] mls rc rd D;k dgk tkrk gS] tc rd 

vki mls Hkst ugha nsrs ;k VªS'k esa ugha Mky nsrs\
Delhi Police Const. 23/11/2023 (Shift-III)

	 (a)	 çkIr esy	 (b)	 rkjkafdr esy
	 (c)	 çsf"kr esy	 (d)	 MªkÝV esy
	 22.	 fuEufyf•r esa ls dkSu&lk fodYi bZesy eSlst dk ?kVd ugha gS\

Delhi Police Const.24/11/2023 (Shift-I)
	 (a)	 lCtsDV (Subject)	 (b)	 Vq (To)
	 (c)	 ,ulhlh (Ncc)	 (d)	 lhlh (CC)

	 23.	 fuEufyf•r esa ls dkSu&lk ekbØkslkWÝV }kjk çLrqr bZesy DykbaV gS\
Delhi Police Const. 24/11/2023 (Shift-II)

	 (a)	 vkmVyqd	 (b)	 thesy
	 (c)	 ,Iiy	 (d)	 FkaMjcMZ
	 24.	 fuEufyf•r esa ls D;k] çR;sd ;wtj osQ fy,] vkerkSj ij name@

domain.com osQ iQkWeZsV esa] ,d ;wfud igpkudrkZ gksrk gS\
Delhi Police Const. 24/11/2023 (Shift-III)

	 (a)	 bZ&esy loZj (Email Server)
	 (b)	 bZ&esy DykbaV (Email Client)
	 (c)	 ikloMZ (Password)
	 (d)	 bZ&esy ,Mªsl (Email Address)
	 25.	 bZ&esy lsokvksa dk mi;ksx djrs le;] bZ&esy dks lkWVZ vkSj lpZ djus 

(sorting and searching) dk çkFkfed mís'; D;k gksrk gS\
Delhi Police Const. 28/11/2023 (Shift-II)

	 (a)	 bZ&esy lans'kksa osQ cSdxzkmaM dk jax cnyuk
	 (b)	 bZ&esy daVsaV esa ,EcsM djus osQ fy, ,fuesVsM GIF cukuk
	 (c)	 vklku iquçkZfIr osQ fy, fofHkUu ekunaMksa osQ vk/kj ij bZ&esy 

dks O;ofLFkr djuk
	 (d)	 ,d lkFk dbZ çkIrdrkZvksa dks bZ&esy Hkstuk
	 26.	 tc ge thesy esa bZesy fy•uk pkgrs gSa] rks fuEufyf•r esa ls fdl 

foaMks dk mi;ksx fd;k tkrk gS\
Delhi Police Const. 28/11/2023 (Shift-III)

	 (a)	 lsaM (Send)	 (b)	 MªkÝV (Draft)
	 (c)	 daikst (Compose)	 (d)	 Lise (Spam)
	 27.	 bZesy osQ fuEufyf•r esa ls dkSu&ls Hkkx esa çs"kd vkSj çkIrdrkZ dk 

irk gksrk gS\
Delhi Police Const. 29/11/2023 (Shift-I)

	 (a)	 dkWfEIyesaVjh Dykst	 (b)	 ckWMh
	 (c)	 iQqVj	 (d)	 gsMj
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	 28.	 bZesy DykbaV esa dkSu&lk iQksYMj çkIr bZesy dks laxzghr djus osQ 
fy, mi;ksx fd;k tkrk gS\

Delhi Police Const. 29/11/2023 (Shift-II)
	 (a)	 MªkÝV	 (b)	 lsaV vkbVEl
	 (c)	 buckWDl	 (d)	 vkmVckWDl

	 29.	 bZ&esy esa] iQkby dks vVSp djus ls lacaf/r fuEufyf•r esa ls 
dkSu&lk dFku lgh gS\

Delhi Police Const. 29/11/2023 (Shift-III)
	 (a)	 ge fdlh bZ&esy vVSpesaV esa vkWfM;ks iQkby dks vVSp ugha dj 

ldrs gSaA
	 (b)	 th&esy esa] ;fn vkidh iQkby 25 MB ls vf/d gS] rks 

th&esy Lor% gh bls vVSpesaV osQ :i esa 'kkfey djus osQ 
ctk; bZ&esy esa ,d xwxy Mªkbo fyad dks tksM+rk gSA

	 (c)	 vVSpesaV Hkstrs le; lCtsDV iQhYM (subject field) fy•uk 
vfuok;Z gSA

	 (d)	 vVSpesaV Hkstrs le; ge CC iQhYM (CC field) dk mi;ksx 
ugha dj ldrs gSaA

	 30.	 Email (bZesy) dk iw.kZ :i D;k gS\
Delhi Police Const. 30/11/2023 (Shift-I)

	 (a)	 Electro Mail (bysDVªks esy)
	 (b)	 Express Mail (,Dlçsl esy)
	 (c)	 Efficient Mail (,iQhfl,UV esy)
	 (d)	 Electronic Mail (bysDVªkWfud esy)

	 31.	 ,d u;k bZ&esy dEikst djus dh çfØ;k esa] çkFkfed çkIrdrkZ dk 
bZ&esy ,Mªsl baVj djus dk lkekU; LFkku dkSu&lk gksrk gS\

Delhi Police Const. 30/11/2023 (Shift-II)
	 (a)	 'To' iQhYM ('To' Field)
	 (b)	 'CC' iQhYM ('CC' Field)
	 (c)	 bZ&esy dk eq[; Hkkx (Body of the Email)
	 (d)	 lCtsDV ykbu (Subject Line)
	 32.	 tc vki fdlh bZesy dk ^mÙkj (fjIykbZ)* nsrs gSa] rks bldk D;k 

eryc gS\
Delhi Police Const. 30/11/2023 (Shift-III)

	 (a)	 vki bZesy fMyhV dj jgs gSaA
	 (b)	 vki fdlh nwljs çkIrdrkZ dks bZesy Hkst jgs gSaA
	 (c)	 vki mlh çkIrdrkZ dks ,d u;k bZesy Hkst jgs gSaA
	 (d)	 vki ogh bZesy ewy çs"kd dks okil Hkst jgs gSaA

	 33.	 fuEufyf•r esa ls D;k bysDVªkWfud esy mi;ksx djus dk ,d ykHk gS\
Delhi Police Const. 01/12/2023 (Shift-II)

	 (a)	 LiSe vkSj fiQf'kax •rjksa osQ çfr Hks|rkA
	 (b)	 cM+h la[;k esa bZ&esy ls lwpuk dh vf/drk gks ldrh gSA
	 (c)	 blls vkeus&lkeus (Face to Face) lapkj esa deh vk ldrh 

gS vkSj O;fDrxr laidZ lekIr gks ldrk gSA
	 (d)	 ;g oSf'od Lrj ij O;fDr;ksa ;k lewgksa osQ lkFk lqfo/ktud 

vkSj rst lapkj gSA

	 34.	 bZesy esyckWDl esa buckWDl dk eq[; mís'; D;k gksrk gS\
Delhi Police Const. 01/12/2023 (Shift-III)

	 (a)	 bZesy fjekbaMj f'kMÔwy djuk
	 (b)	 VªS'k oSQu (Trash Can) osQ :i esa mi;ksx djuk

	 (c)	 çkIr bZesy dks laxzghr djuk
	 (d)	 dkUVSDV~l (Contacts) vkSj ,Mªsl cqd (Address Book) dk 

çcU/u djuk

	 35.	 fuEufyf•r esa ls fdldk mi;ksx rc fd;k tkrk gS] tc çs"kd ugha 
pkgrk fd ,d ;k vf/d çkIrdrkZvksa dks irk pys fd lans'k fdlh 
vkSj dks dkWih fd;k x;k Fkk\

Delhi Police Const. 02/12/2023 (Shift-I)
	 (a)	 From	 (b)	 To
	 (c)	 CC	 (d)	 BCC
	 36.	 bZesy lajpuk esa Lisypsd (Spell Check) dk mís'; D;k gksrk gS\

Delhi Police Const. 02/12/2023 (Shift-III)
	 (a)	 orZuh laca/h =kqfV;ksa dh tk¡p djuk vkSj mUgsa Bhd djuk

	 (b)	 bZesy VsDLV dks iQkWeZsV djuk

	 (c)	 bZesy esa vVSpesaV tksM+uk

	 (d)	 bZesy dk nwljh Hkk"kk esa vuqokn djuk

	 37.	 fuEufyf•r esa ls dkSu&lk] baVjusV esa baLVsaV eSlsftax (Instant 
Messaging) dk ,d mnkgj.k ugha gS\

Delhi Police Const. 02/12/2023 (Shift-III)
	 (a)	 bZ&esy (Email)	 (b)	 fMLdkWMZ (Discord)
	 (c)	 Vsyhxzke (Telegram)	(d)	 okV~lvi (WhatsApp)
	 38.	 fdlh bZesy dks ,d ls vf/d O;fDr;ksa dks Hkstus osQ fy, bZesy irs 

dks fuEufyf•r esa ls dkSu&ls çrhd }kjk vyx fd;k tkrk gS\
Delhi Police Const. 03/12/2023 (Shift-I)

	 (a)	 isij fDyi vkbdu	 (b)	 cjkcj (equal)
	 (c)	 vYifojke (comma)	(d)	 ,V fn jsV (@)
	 39.	 bZesy esa CC iQhYM dk mís'; D;k gksrk gS\

Delhi Police Const. 03/12/2023 (Shift-II)
	 (a)	 bldk vFkZ ̂ DyksTM oSQI'kfuax (Closed Captioning)* gS vkSj 

bldk mi;ksx bZesy esa mi'kh"kZd (subtitles) tksM+us osQ fy, 
fd;k tkrk gSA

	 (b)	 bldk vFkZ dkcZu dkWih gS vkSj bldk mi;ksx mu vfrfjDr 
çkIrdrkZvksa dks 'kkfey djus osQ fy, fd;k tkrk gS ftUgsa bZesy 
osQ ckjs esa lwfpr fd;k tkuk pkfg,A

	 (c)	 bldk vFkZ ^dVZlh dkWih (Courtesy Copy)* gS vkSj bldk 
mi;ksx bZesy osQ lkFk ,d fouez lans'k Hkstus osQ fy, fd;k 
tkrk gSA

	 (d)	 bldk vFkZ ^dkWih daVsaV* gS vkSj bldk mi;ksx bZesy esa VsDLV 
dks dkWih vkSj isLV djus osQ fy, fd;k tkrk gSA

	 40.	 bZesy esa iQkby layXu djus osQ laca/ esa fuEufyf•r esa ls dkSu lk 
dFku xyr gS\

Delhi Police Const. 01/12/2023 (Shift-I)
	 (a)	 bZesy daiksft'ku foaMks esa vVSpesaV dk iwokZoyksdu fd;k tk 

ldrk gSA

	 (b)	 vVSpesaV dk vkdkj vlhfer gSA

	 (c)	 vki bZesy Hkstus ls igys vVSpesaV dks gVk ;k cny ldrs gSaA

	 (d)	 bZesy lans'k esa dbZ iQkbysa vVSp dh tk ldrh gSaA
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	 41.	 bZesy }kjk 'kkfey dh xbZ iQkbyksa ;k nLrkostksa dks vkerkSj ij 
…………… dgk tkrk gS

Delhi Police Const. 02/12/2023 (Shift-II)
	 (a)	 vVSpesaV (Attachments)
	 (b)	 layXu (Appends)
	 (c)	 ,sM&vkWu (Add-ons)
	 (d)	 lIyhesaV (Supplements)
	 42.	 fuEufyf•r esa ls fdl iQksYMj esa ,sls vçkfFkZr vkSj vokafNr tad 

bZ&esy gksrs gSa] tks çkIrdrkZvksa dh ,d cM+h lwph dks vO;ofLFkr 
rjhosQ ls Fkksd esa Hksts tkrs gSa\

Delhi Police Const. 03/12/2023 (Shift-III)
	 (a)	 LiSe iQksYMj	 (b)	 buckWDl
	 (c)	 MªkÝV	 (d)	 vkmVckWDl

	 43.	 fuEufyf•r esa ls dkSu lk flacy (çrhd) bZesy irs esa mi;ksx fd;k 
tkuk pkfg,\

Delhi Police HCM 10/10/2022 (Shift-I)
	 (a)	 $	 (b)	 @
	 (c)	 %	 (d)	 #
	 44.	 fuEufyf•r esa ls dkSu lk ,d bZesy ,Mªsl esa ,d oS/ Mksesu use gS\
	 I.	 gmail.com
	 II.	 outlook.com
	 III.	 yahoo.com

Delhi Police HCM 10/10/2022 (Shift-II)
	 (a)	 II vkSj III	 (b)	 lHkh I] II vkSj III
	 (c)	 I vkSj III	 (d)	 I vkSj II
	 45.	 v/wjs bZesy dks fcuk Hksts gh fdl iQksYMj esa LVksj fd;k tkrk gS\

Delhi Police HCM 10/10/2022 (Shift-III)
	 (a)	 VªS'k (Trash)	 (b)	 lsaV (Sent)
	 (c)	 MªkÝV (Drafts)	 (d)	 LiSe (Spam)
	 47.	 fuEufyf[kr esa ls dkSu&lk izksVksdkWy fdlh ooZQLVs'ku dks mi;ksxh 

rjhosQ ls loZj gksLV ij esy MªkWi dks xfr'khy :i ls ,Dlsl djus 
nsrk gS\

Delhi Police Const. 16/12/2020 (Shift-I)
	 (a)	 SNMP	 (b)	ICMP
	 (c)	 DHCP	 (d)	POP3
	 47.	 fuEufyf•r esa ls dkSu lk ,d oS/ bZesy ,Mªsl gS\

Delhi Police HCM 12/10/2022 (Shift-II)
	 (a)	 mySchool@gmail.com
	 (b)	 @domainname.com
	 (c)	 abc@def@gmail.com
	 (d)	 John123@.net
	 48.	 …….. iQhYM çs"kd dk irk n'kkZrk gS] vFkkZr] ftlus bZ&esy Hkstk gSA

Delhi Police HCM 12/10/2022 (Shift-III)
	 (a)	 To	 (b)	 Inbox
	 (c)	 From	 (d)	 Bcc
	 49.	 bZ&esy ,Mªsl osQ lanHkZ esa fuEufyf[kr esa ls dkSu&lk dFku vlR; gS\

Delhi Police Const. 15/12/2020 (Shift-II)
	 (a)	 bZ&esy ,Mªslst esa mi;ksxdrkZ osQ uke vkSj Mksesu uke dks ,d 

@ (,sV) fpUg }kjk ,d nwljs ls vyx fd;k tkrk gSa

	 (b)	 ,d bZ&esy lkekU;r% username#domainname osQ :i esa 
gksrk gSA

	 (c)	 bZ&esy ,Mªsl esa fjDr LFkkuksa dh vuqefr ugha gksrh gSA
	 (d)	 bZ&esy ,Mªsl osQl lsaflfVo ugha gksrs gSaA
	 50.	 bZ&esy (E-mail) dk …………… iQhYM ml bZ&esy osQ çkIrdrkZ 

dks bafxr djrk gSA
Delhi Police HCM 13/10/2022 (Shift-II)

	 (a)	 lCtsDV (Subject)	 (b)	 Vw (To)
	 (c)	 ÚkWe (From)	 (d)	 flXuspj (Signature)
	 51.	 Gmail esa] tc vki dksbZ lans'k çkIr djrs gSa vkSj ewy çs"kd vkSj 

vU; lHkh çkIrdrkZvksa dks To vkSj Cc ykbuksa ij u;k lans'k Hkstuk 
pkgrs gSa] rks vki D;k mi;ksx djrs gSa\

Delhi Police HCM 13/10/2022 (Shift-III)
	 (a)	 iQkWjoMZ (Forward)
	 (b)	 fjIykbZ vkWy (Reply All)
	 (c)	 fjIykbZ (Reply)
	 (d)	 iQkWjoMZ vky (forward all)
	 52.	 Gmail esa] tc vki dksbZ lans'k çkIr djrs gSa vkSj fdlh ,sls O;fDr 

dks lans'k Hkstuk pkgrs gSa tks To ;k CC ykbuksa ij u gks] rks vki 
D;k mi;ksx djrs gSa\

Delhi Police HCM 14/10/2022 (Shift-I)
	 (a)	 iQkWjoMZ (Forward)
	 (b)	 fçaV (Print)
	 (c)	 'kks vkWfjftuy (Show Original)
	 (d)	 fjiksVZ LiSe (Report Spam)
	 53.	 fuEufyf•r esa ls dkSu lk fodYi ;wtj dks bZ&esy osQ lkFk iQkby 

Hkstus dh lqfo/k nsrk gS\
Delhi Police HCM 14/10/2022 (Shift-III)

	 (a)	 vVSpesaV (Attachment)
	 (b)	 Luwt~M (Snoozed)
	 (c)	 LiSe (Spam)
	 (d)	 eSlsatj (Messenger)
	 54.	 fuEufyf•r esa ls dkSu lk fodYi bZesy irs dk ,d Hkkx ugha gS\

Delhi Police HCM 17/10/2022 (Shift-I)
	 (a)	 ;wtj Mksesu	 (b)	 ;wtjuse
	 (c)	 @ dk fpUg	 (d)	 bZesy çnkrk dk Mksesu
	 55.	 vupkgs vkSj vokafNr tad bZesy dks cM+h la[;k esa çkIrdrkZ lwph 

esa Hkstk tkrk gS ftls ………- iQksYMj esa laxzghr fd;k tkrk gS
Delhi Police HCM 17/10/2022 (Shift-II)

	 (a)	 dpjk (trash)	 (b)	 vokafNr bZesy (spam)
	 (c)	 çk:i (draft)	 (d)	 buckWDl (inbox)
	 56.	 vki ,d …………… fØ,V dj ldrs gSa] tks vkiosQ }kjk Hksts 

tkus okys çR;sd bZesy osQ var esa fn•kbZ nsxkA
Delhi Police HCM 17/10/2022 (Shift-III)

	 (a)	 lCtsDV (Subject)
	 (b)	 flXuspj (Signature)
	 (c)	 iQkWeZsfVax vkWI'kUl (Formatting Options)
	 (d)	 vVSpesaV (Attachments)
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	 57.	 thesy (Gmail) esa CykbaM dkcZu dkWih (BCC) osQ mi;ksx osQ 
laca/ esa fuEufyf•r esa ls dkSu lk dFku lgh gS\

Delhi Police HCM 18/10/2022 (Shift-I)
	 (a)	 bldk mi;ksx çkFkfed çkIrdrkZ dks blosQ ckjs esa crk, fcuk 

fdlh osQ lkFk bZesy dh dkWih 'ks;j djus osQ fy, fd;k tkrk gSA
	 (b)	 bldk mi;ksx 10 çkFkfed çkIrdrkZvksa osQ lkFk bZesy dh dkWih 

'ks;j djus osQ fy, fd;k tkrk gSA
	 (c)	 bldk mi;ksx lHkh çkFkfed çkIrdrkZvksa osQ lkFk bZesy dh 

dkWih 'ks;j djus osQ fy, fd;k tkrk gSA
	 (d)	 bldk mi;ksx bZesy dh dkWih dks 100 çkFkfed çkIrdrkZvksa osQ 

lkFk 'ks;j djus osQ fy, fd;k tkrk gSA
	 58.	 bZesy ,fIyosQ'ku (email application) esa ---------------- ,d ,slk 

iQksYMj gksrk gS tks vkxeu lans'kksa dks Lohdkj djrk gSA
Delhi Police HCM 18/10/2022 (Shift-II)

	 (a)	 VªS'k (Trash)	 (b)	 buckWDl (Inbox)
	 (c)	 vkmVckWDl (Outbox)	(d)	 MªkÝV (Draft)
	 59.	 fMyhV fd, x, esy] -------------- iQksYMj esa ik, tk ldrs gSaA

Delhi Police HCM 18/10/2022 (Shift-III)
	 (a)	 VªS'k (Trash)	 (b)	 MªkÝV (Draft)
	 (c)	 lsaV (Sent)	 (d)	 buckWDl (Inbox)
	 60.	 ------------- bZesy ,Mªsl dk igyk Hkkx gSA

Delhi Police HCM 19/10/2022 (Shift-I)
	 (a)	 esy loZj (Mail Server)
	 (b)	 flLVe use (System Name)
	 (c)	 ;wtjuse (Username)
	 (d)	 Mksesu use (Domain Name)
	 61.	 bZesy esa vVSpesaV (layXud) dks n'kkZus osQ fy, -------------- vkbdu 

dk mi;ksx fd;k tkrk gSA
Delhi Police HCM 19/10/2022 (Shift-II)

	 (a)	 beksth (Emoji)
	 (b)	 Lekbyh (Smiley)
	 (c)	 isij fDyi (Paper clip)
	 (d)	 iQksu (Phone)
	 62.	 ;g ,d ,slh lsok gS tks ,d fof'k"V irs osQ lkFk baVjusV ij 

bysDVªkWfud eksM esa lans'k Hkstus dh vuqefr nsrh gS] ;g yksxksa osQ 
chp lwpuk forfjr djus dk ,d oqQ'ky] lLrk vkSj okLrfod le; 
lk/u çnku djrh gSA

Delhi Police HCM 20/10/2022 (Shift-I)
	 (a)	 ohfM;ks ykWx (Vlog)
	 (b)	 bZesy (Email)
	 (c)	 ohfM;ks dkWUÚsaflax (Video conferencing)
	 (d)	 CykWx (Blog)
	 63.	 fuEufyf•r esa ls dkSu ls ?kVd (daiksusaV) esa bZesy çkIr gksrk gS 

vkSj ogka mls çcaf/r fd;k tkrk gS\
Delhi Police HCM 20/10/2022 (Shift-I)

	 (a)	 buckWDl (Inbox)	 (b)	lsaV esy (Sent mail)
	 (c)	 VªSl (Trash)	 (d)	 MªkÝV~l (Drafts)
	 64.	 fuEufyf•r esa ls dkSu lk bZesy ,Mªsl dk lgh Øe gS\

Delhi Police HCM 20/10/2022 (Shift-II)

	 (a)	 @] Mksesu use ];wtj use
	 (b)	 ;wtj use] @] Mksesu use

	 (c)	 Mksesu use] @] ;wtj use
	 (d)	 @] ;wtj use] Mksesu use

	 65.	 fuEufyf•r esa ls D;k bZesy ,Mªsl dk ,d daiksusaV (?kVd) ugha gS\
Delhi Police HCM 20/10/2022 (Shift-III)

	 (a)	 Mksesu use (Domain Name)
	 (b)	 @ (at fpUg)
	 (c)	 flLVe use (System Name)
	 (d)	 ;wtj use (User Name)
	 66.	 fuEufyf•r esa ls D;k ,d osc esy çksokbMj ugha gS\

Delhi Police HCM 14/10/2022 (Shift-II)
	 (a)	 vkmVyqd (Outlook)	(b)	 thesy (Gmail)
	 (c)	 ;kgw (Yahoo ) 	 (d)	 ckbZMw (Baidu)
	 67.	 fuEufyf[kr esa ls dkSu&lk dFku bZ&esy osQ lanHkZ esa xyr gS\

Delhi Police Const. 16/12/2020 (Shift-II)
	 (a)	 bZ&esy ,d vkWuykbu fMyhojh flLVe gksrk gSA
	 (b)	 th esy ,d izQh osc vk/kfjr bZ&esy lsok gSA
	 (c)	 fo'o dk izR;sd bZ&esy ,Mªsl ;wfud gksrk gSA
	 (d)	 fdlh bZ&esy ,Mªsl dk igyk Hkkx] Mksesu use gksrk gSA

	 68.	 dbZ çkIrdrkZvksa dks bZ&esy dkcZu dkWih Hkstus osQ fy, lkekU;r% 
………… dk mi;ksx fd;k tkrk gS] ,slk djus ij çR;sd çkIrdrkZ 
;g ugha ns• ldrk fd vU; çkIrdrkZvksa dh lwph esa dkSu gSA

Delhi Police AWO/TPO 27/10/2022 (Shift-II)
	 (a)	 ,M VsDLV (Add text)
	 (b)	 CykbaM dkcZu dkWih (Bcc)
	 (c)	 lCtsDV (Subject)
	 (d)	 dkcZu dkWih (Cc)
	 69.	 oS/ bZesy irs osQ ckjs esa xyr dFku pqusa-

Delhi Police AWO/TPO 27/10/2022 (Shift-III)
	 (a)	 Mksesu @ çrhd osQ ckbZa vksj fn•kbZ nsrk gSA
	 (b)	 milxZ @ çrhd osQ ckbZa vksj fn•kbZ nsrk gSA
	 (c)	 ,d oS/ bZesy irs esa ,d bZesy milxZ vkSj ,d bZesy Mksesu 

gksrk gS] nksuksa Lohdk;Z çk:i esa gksrs gSaA
	 (d)	 Mksesu @ çrhd osQ nkbZa vksj fn•kbZ nsrk gSA

	 70.	 bZ&esy esa Cc dk iw.kZ:i D;k gS\
Delhi Police AWO/TPO 28/10/2022 (Shift-I)

	 (a)	 Column Copy (dkWye dkWih)
	 (b)	 Copy Column (dkWih dkWye)
	 (c)	 Carbon Copy (dkcZu dkWih)
	 (d)	 Copy Carbon (dkWih dkcZu)

	 71.	 bZ&esy dk@dh …....… VsDLV dh og ,dy iafDr gksrh gS] ftls 
O;fDr rc ns•rk gS tc og fdlh ls bZesy çkIr djrk gSA

Delhi Police AWO/TPO 28/10/2022 (Shift-III)
	 (a)	 esVk MsVk (Meta Data)	(b)	 flXuspj (Signature)
	 (c)	 ckWMh (Body)	 (d)	 lCtsDV ykbu (Subject Line)
	 72.	 fuEufyf[kr esa ls dkSu&lk] ,d oS/ bZ&esy ,Mªsl ugha gS\

Delhi Police Const. 27/11/2020 (Shift-I)
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(a)	email@domain.com
(b)	1234567890@domain.com
(c)	email.@domain.com
(d)	...............@domain.com

	 73.	 bZ&esy vkbZ-Mh- esa fuEufyf[kr esa ls fdldh xqatkb'k (ekU;rk) ugha 
gksrh gS\

Delhi Police Const. 27/11/2020 (Shift-II)
(a)	MkWV (-)	 (b)	la[;kRed vad
(c)	cM+s (oSQfiVy) v{kj	 (d)	fjDr LFkku

	 74.	 SMTP ,d bZ&esy ls lacaf/r izksVksdkWy gSA SMTP dk iw.kZ :i 
D;k gS\

Delhi Police Const. 28/11/2020 (Shift-II)
	 (a)	 flaiy esy VªkaliQj izksVksdkWy
		  (Simple Mail Transfer Protocol)
	 (b)	 flaiy esy Vªkaft'ku izksVksdkWy
		  (Simple Mail Transition Protocol)
	 (c)	 flaozQksUl esy Vªkaft'ku izksVksdkWy
		  (Synchronous Mail Transition Protocol)
	 (d)	 flaozQksUl esy VªkaliQj izksVksdkWy
		  (Synchronous Mail Transfer Protocol)
	 75.	 fuEufyf[kr esa ls dkSu&lk ,d bZ&esy lsok iznkrk (lfoZl izksokbMj) 

ugha gS\
Delhi Police Const. 01/12/2020 (Shift-I)

(a)	thesy	 (b)	owQy esy
(c)	;kgw esy	 (d)	gkWVesy

	 76.	 fuEufyf[kr esa ls dkSu&lk dFku lR; gS\
Delhi Police Const. 01/12/2020 (Shift-II)

	 (a)	 ,d bZ&esy vkbZ-Mh- ges'kk vf}rh; gksrh gSA
	 (b)	 bZ&esy vkbZ-Mh- esa vij osQl (cM+s) vkSj yksvj osQl (NksVs) 

v{kj ,d lkFk ugha gks ldrs gSaA
	 (c)	 bZ&esy vkbZ-Mh- esa MkWV (-) djSDVj dk mi;ksx ugha fd;k tk 

ldrk gSA
	 (d)	 bZ&esy vkbZ-Mh- vkerkSj ij osQl laosnh (Case sensitive) 

gksrh gSA
	 77.	 fuEufyf[kr esa ls dkSu&lk izksVksdkWy] bZ&esy eSlst dks loZj dh vksj 

iq'k djrk gS\
Delhi Police Const. 01/12/2020 (Shift-III)

(a)	HTTP	 (b)	POP vkSj HTTP nksuksa
(c)	POP	 (d)	SMTP

	 78.	 POP] ,d bZ&esy lacaf/r izksVksdkWy gSA POP dk iw.kZ :i D;k 
gS\

Delhi Police Const. 02/12/2020 (Shift-II)
	 (a)	 Post Office Progress (iksLV vkWfiQl izksxszl)
	 (b)	 Partial Order Program (ikflZ;y vkWMZj izksxzke)
	 (c)	 Partial Order Protocol (ikflZ;y vkWMZj izksVksdkWy)
	 (d)	 Post Office Protocol (iksLV vkWfiQl izksVksdkWy)

	 79.	 POP3 ,d bZ&esy lacaf/r izksVksdkWy gSA POP3 esa la[;kRed eku 
^3* D;k n'kkZrk gS\

Delhi Police Const. 02/12/2020 (Shift-III)

	 (a)	 POP dk gSMj vkdkj
	 (b)	 POP esa djSDVjksa dh la[;k
	 (c)	 POP esa dksM dh la[;k
	 (d)	 POP dk laLdj.k

	 80.	 ,d bZ&esy esa D;k&D;k lefo"V gks ldrk gS\
Delhi Police Const. 03/12/2020 (Shift-I)

	 (a)	 VsDLV] best] ysfdu iQkbysa ugha
	 (b)	 VsDLV] iQkbysa] ysfdu best ugha
	 (c)	 best] fofM;ks] ysfdu fti dh xbZ iQkbysa ugha
	 (d)	 VsDLV] iQkbysa] best lHkh
	 81.	 IMAP, ,d bZ&esy lacaf/r izksVksdkWy gS IMAP dk iw.kZ :i D;k 

gS\
Delhi Police Const. 03/12/2020 (Shift-II)

	 (a)	 Internet Media Access Protocol
	 (b)	 Intranet Media Access Protocol
	 (c)	 Internet Message Access Protocol
	 (d)	 Intranet Message Access Protocol
	 82.	 ---------- fdlh bZ&esy esa O;atdksa osQ ekud lsV dks n'kkZrs gSaA

Delhi Police Const. 03/12/2020 (Shift-III)
	 (a)	 Images (bestst)
	 (b)	 Text (VsDLV)
	 (c)	 Emoticons (beksfVdkWUl)

	 (d)	 Animation (,uhes'ku)

	 83.	 fuEufyf[kr esa ls dkSu&lk izksVksdkWy bZ&esy loZj ls eSlst izkIr 
djrk gS\

Delhi Police Const. 07/12/2020 (Shift-I)
(a)	HTTP	 (b)	SMTP vkSj POP nksuksa
(c)	POP	 (d)	SMTP

	 84.	 fuEufyf[kr esa ls fdlesa ,d bZ&esy ,Mªsl dk nwljk Hkkx 'kkfey 
gksrk gS\

Delhi Police Const. 07/12/2020 (Shift-II)
(a)	esy ckWDl dk uke	 (b)	Mksesu uke
(c)	MsLdVkWi DykbaV	 (d)	iQksYMj dk uke

	 85.	 bZ&esy (E-mail) osQ ckjs esa fuEufyf[kr esa ls dkSu&lk dFku lR; 
gS\

Delhi Police Const. 08/12/2020 (Shift-I)
	 (a)	 bZ&esy esa vVSpesaV osQ :i esa ih-Mh-,iQ- (pdf) vkSj fti 

iQkbysa] nksuksa ,d lkFk ugha gks ldrs gSaA

	 (b)	 bZ&esy esa 'CC' iQhYM [kkyh gks ldrh gSa

	 (c)	 bZ&esy esa 'To' iQhYM [kkyh ugha gks ldrh gSA

	 (d)	 bZ&esy esa ik¡p ls vf/d vVSpesaV ugha gks ldrs gSaA

	 86.	 bysDVªkWfud esy] baVjusV ij fuEufyf[kr lsokvksa esa ls fdl lsok ls 
lacaf/r gS\

Delhi Police Const. 08/12/2020 (Shift-II)
(a)	oYMZ okbM osc	 (b)	lwpuk iqu% izkfIr lsok,¡
(c)	lapkj lsok,¡	 (d)	osc lsok,¡

Join Telegram: @apna_library

Sea
rch

 O
n T

G: @
ap

na
_p

df



124

oaQI;wVjjkstxkj ifCyosQ'ku

	 87.	 bZ&esy gsMj esa ikbZ tkus okyh ,d iQhYM 'BCC' dk iw.kZ :i] 
fuEufyf[kr esa ls dkSu&lk gS\

Delhi Police Const. 08/12/2020 (Shift-II)
(a)	CykbaM dkWeu dkWih	 (b)	csfld dkWeu dkWih

(c)	CykbaM dkcZu dkWih	 (d)	csfld dkcZu dkWih

	 88.	 fuEufyf[kr esa ls dkSu&lk laizrhd (oSQjsDVj) bZ&esy vkbZ-Mh- dk 
,d Hkkx gksuk pkfg,\

Delhi Police Const. 08/12/2020 (Shift-III)
	 (a)	 MkWV (-)	 (b)	,sV n jsV (@)
	 (c)	 ,EijlSaM (&)	 (d)	Mkyj ($)
	 89.	 ;kgw esy esa lHkh Hksts x;s esy dks lso djus osQ fy, fuEufyf[kr 

esa ls fdl iQksYMj dk iz;ksx fd;k tkrk gS\
Delhi Police Const. 09/12/2020 (Shift-I)

	 (a)	 lsaV	 (b)	MªkÝV
	 (c)	 buckWDl	 (d)	LiSe
	 90.	 izkIr bZ&esy dks ns[kus vkSj izcaf/r djus osQ fy, vkerkSj ij 

fuEufyf[kr esa ls fdl fodYi dk iz;ksx fd;k tkrk gS\
Delhi Police Const. 09/12/2020 (Shift-II)

	 (a)	 oaQikst	 (b)	lsaV vkbVe
	 (c)	 buckWDl	 (d)	vVSpesaV

	 91.	 fuEufyf[kr esa ls dkSu&lk bZ&esy jpuk (Compose) ls lacaf/r 
ugha gS\

Delhi Police Const. 10/12/2020 (Shift-I)
(a)	CC	 (b)	Object
(c)	BCC	 (d)	Subject

	 92.	 fuEufyf[kr esa ls fdl bZ&esy ,Mªsl iQhYM esa bZ&esy osQ oaQVsV 
dk laf{kIr lkjka'k gksrk gS ysfdu bZ&esy dEikst djrs le; bldh 
vfuok;Zrk ugha gksrh gS\

Delhi Police Const. 10/12/2020 (Shift-II)
(a)	lCtsDV (Subject)	 (b)	izQkWe (From)
(c)	oaQVsaV (Content)	 (d)	Vw (To)

	 93.	 fMyhV fd, x, fdlh Hkh bZ&esy dks LVksj djus osQ fy, vkerkSj 
ij fuEufyf[kr esa ls fdl iQksYMj dk iz;ksx fd;k tkrk gS\

Delhi Police Const. 10/12/2020 (Shift-III)
(a)	tad	 (b)	VªS'k
(c)	lsaV	 (d)	MªkÝV

	 94.	 E-mail (bZ&esy) Hkstus osQ fy, fuEufyf[kr esa ls D;k vfuok;Z 
gS\

Delhi Police Const. 11/12/2020 (Shift-I)
(a)	vVSpesaV	 (b)	lCtsDV
(c)	izs"kd dh esy vkbZ-Mh-	(d)	ckWMh

	 95.	 fuEufyf[kr esa ls dkSu&lk vkWbdu] izk;% bZ&esy esa vVSpesaV dks 
tksM+us osQ fy, iz;qDr fd;k tkrk gS\

Delhi Police Const. 11/12/2020 (Shift-II)
(a)	beksth vkWbdu	 (b)	isij fDyi vkbdu
(c)	GIF vkWbdu	 (d)	LVs'kujh vkbdu

	 96.	 bZ&esy eSlst oaQikst djrs le; fuEufyf[kr esa ls D;k vkerkSj ij 
,Mªsl iQhYM ls lacaf/r ugha gksrk gS\

Delhi Police Const. 11/12/2020 (Shift-III)
(a)	From	 (b)	OCC
(c)	To	 (d)	CC

	 97.	 vkxr bZ&esy (Incoming E-mail) fdl iQksYMj esa LVksj gksrs gSa\
Delhi Police Const. 15/12/2020 (Shift-I)

(a)	Spam	 (b)	Inbox
(c)	Outbox	 (d)	Sent

	 98.	 fuEufyf[kr bZ&esy IDs ij fopkj djsa%
Delhi Police Const. 14/12/2020 (Shift-III)

I.	 reviewer@gmail.com
II.	reviewe.@gmail.com
III.	revie..we@gmail.com
IV.	revie#we@gmail.com
lgh fodYi dk p;u djsaA
(a)	fodYi I vkSj II esa lgh email ID gSaA
(b)	osQoy fodYi IV esa lgh email ID gSA
(c)	osQoy I, II vkSj III esa lgh email ID gSaA
(d)	osQoy fodYi I esa lgh email ID gSA

1. (d) 2. (b) 3. (d) 4. (d) 5. (a) 6. (d) 7. (a) 8. (a) 9. (b) 10. (b)
11. (b) 12. (a) 13. (d) 14. (d) 15. (c) 16. (b) 17. (c) 18. (d) 19. (a) 20. (b)
21. (d) 22. (c) 23. (a) 24. (d) 25. (c) 26. (c) 27. (d) 28. (c) 29. (b) 30. (d)
31. (a) 32. (c) 33. (d) 34. (c) 35. (d) 36. (a) 37. (a) 38. (c) 39. (b) 40. (b)
41. (a) 42. (a) 43. (b) 44. (b) 45. (c) 46. (d) 47. (a) 48. (c) 49. (b) 50. (b)
51. (b) 52. (a) 53. (a) 54. (a) 55. (b) 56. (b) 57. (a) 58. (b) 59. (a) 60. (c)
61. (c) 62. (b) 63. (a) 64. (b) 65. (c) 66. (d) 67. (d) 68. (b) 69. (a) 70. (c)
71. (d) 72. (d) 73. (d) 74. (a) 75. (b) 76. (a) 77. (d) 78. (d) 79. (d) 80. (d)
81. (c) 82. (c) 83. (c) 84. (b) 85. (b) 86. (c) 87. (c) 88. (b) 89. (a) 90. (c)
91. (b) 92. (a) 93. (b) 94. (c) 95. (b) 96. (b) 97. (b) 98. (d)

mRrjekyk
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MkVk dE;qfuosQ'ku (Data Communication)
MsVk lapkj nks ;k nks ls vf/d daI;wVjksa osQ chp fMftVy MsVk osQ 
çlkj.k dks lanfHkZr djrk gSA usVooZQ daI;wfVax midj.kksa osQ chp 
HkkSfrd dusD'ku osQcy (Cable) ehfM;k ;k ok;jysl ehfM;k dk 
mi;ksx djosQ LFkkfir fd;k tkrk gSA
MsVk lapkj esa lans'k] çs"kd] fjlhoj] Vªkalfe'ku ekè;e vkSj çksVksdkWy 
lHkh egRoiw.kZ ?kVd gSaA

MsVk lapkj ç.kkyh osQ ?kVd
(Components of Data Communication System)

1- lans'k (Message)
;g lwpuk ;k MsVk gS ftls Hkstk tkrk gSA blesa VsDLV] uacj] fp=k] 
èofu ;k ohfM;ks ;k buesa ls dksbZ Hkh la;kstu 'kkfey gks ldrk gSA

2- çs"kd (Sender)
;g og midj.k (Device)@daI;wVj gS tks ml lans'k dks Hkstrk gSA

3- fjlhoj (Receiver)
;g og midj.k (Device) ;k daI;wVj gS tks lans'k çkIr djrk gSA 
fjlhoj daI;wVj dk LFkku vkerkSj ij çs"kd (Sender) daI;wVj ls 
vyx gksrk gSA 

4- ekè;e (Medium)
;g pSuy ;k HkkSfrd jkLrk gS ftlosQ ekè;e ls çs"kd (Sender) ls 
fjlhoj (Receiver) rd lans'k ys tk;k tkrk gSA tSls% Twisted Pair 
Cable, Co-axial Cable, Optical Fiber Cable or Wireless 
tSls& Laser/Infra-red, Radiowaves and Microwaves.

5- çksVksdkWy (Protocol)
;g fu;eksa dk ,d lewg gS tks midj.kksa (Devices) osQ chp lapkj 
(Communication) dks fu;af=kr djrk gSA çs"kd (Sender) vkSj 
fjlhoj (Receiver) nksuksa ,d&nwljs osQ lkFk laokn (Communicate) 
djus osQ fy, leku çksVksdkWy dk ikyu djrs gSaA
daI;wVj usVofoZQax esa lapkj pSuy (Communication Channels) 
rhu çdkj osQ gksrs gSa&

	 (i)	 Simplex Channel : ,d flEIysDl lapkj pSuy (Simplex 
Communication Channel) osQoy ,d gh fn'kk esa flXuy Hkst 
ldrk gSA Ex- Radio, TV

	(ii)	 Half  Duplex Channel : ,d gkiQ MqIysDl lapkj pSuy nksuksa 
fn'kkvksa esa laosQr Hkst ldrk gS ysfdu ,d le; esa osQoy ,d gh 
fn'kk esa lans'k Hkst ldrk gSA tSls% Walkie-talkie

	(iii)	Full Duplex Channel : ,d iqQy MqIysDl lapkj pSuy ,d 
gh le; esa nksuksa fn'kkvksa esa laosQr Hkst ldrk gSA iqQy MqIysDl lapkj 
pSuy] lapkj dh n{krk dks cgqr vf/d c<+k nsrs gSaA tSls& Video 
Call / Audio Call

lapkj ekè;e (Communication Medium)
MsVk lapkj 'kCnkoyh esa] ,d lapj.k ekè;e (Transmission 
Medium) VªkalehVj vkSj fjlhoj osQ chp ,d HkkSfrd jkLrk gS ;kuh 
ftlosQ ekè;e ls MsVk ,d LFkku ls nwljs LFkku ij Hkstk tkrk gSA 
Vªkalfe'ku ehfM;k dks fuEufyf•r çdkjksa esa oxhZÑr fd;k tk ldrk gSA

rkj;qDr Guided (Wired)
	(i)	 Twisted Pair/Ethernet Cable or LAN Wire: 

blesa 2 vyx&vyx balqysVsM daMDVj rkj gksrs gSa tks ,d nwljs 
osQ pkjksa vksj (jLlh tSls) jgrs gSaA vke rkSj ij] ,sls 4 tksM+s ,d 
lqj{kkRed 'khYM (vkoj.k) esa ,d lkFk ca/s gksrs gSaA os lcls O;kid 
:i ls mi;ksx fd, tkus okys Vªkalfe'ku ehfM;k gSaA Twisted Pair 

7 oaQI;wVj dE;qfuosQ'ku ,oa usVooZQ
Computer Communication and Network
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Cable nks çdkj dh gksrh gS% Unshielded Twisted Pair (UTP) 
vkSj Shielded Twisted Pair (STP)A

	(ii)	Co-axial Cable: dks&,fDlvy osQcy dk mi;ksx vkerkSj ij 
osQcy vkWijsVjksa] VsyhiQksu daifu;ksa vkSj baVjusV çnkrkvksa }kjk xzkgdksa 
dks MsVk] ohfM;ks vkSj èofu lapkj nsus osQ fy, fd;k tkrk gSA ?kjksa esa 
Hkh bldk •wc bLrseky gksrk gSA njvly Co-axial Cable ,d] pkj 
ijrksa okyh eksVh rkj gksrh gS] ftls vf/drj vkius TV vkSj Setup 
box dks Install djrs oÙkQ ns•k gksxkA ;s Cable Twisted Pair 
Cable osQ vis{kk egaxk gksrk gSaA bl Cable esa EMI (Electro 
Magnetic Interference) vkSj RFI (Radio Frequency 
Interference) cgqr de gksrh gSaA ;s Cable Twisted Pair 
Cable osQ eqdkcys vf/d Bandwidth okyh gksrh gSaA

Insulator

Insulator

	(iii)	Optical Fiber Cable: ;g dk¡p ;k IykfLVd ls cus dksj osQ 
ekè;e ls çdk'k osQ iw.kZ vkarfjd ijkorZu dh vo/kj.kk dk mi;ksx 
djrk gSA dksj ,d de ?kus dkap ;k IykfLVd doj ls f?kjk gqvk gksrk 
gS ftls DySfMax dgk tkrk gSA bldk mi;ksx vf/d xfr o ek=kk esa MsVk 
osQ çlkj.k osQ fy, fd;k tkrk gSA ;s lcls rst o lcls eg¡xh gSA

oqQN izeq[k usVooZQ fMokbl

1. fjihVj (Repeater)
fjihVj ,d 'kfÙkQ'kkyh usVooZQ gkMZos;j midj.k gS tks çs"kd 
(Sender) ls vkus okys flXuy fjlhoj (Receiver) dks Hkstus osQ 
fy, iqu% mRiUu djrk gSA bls flXuy cwLVj osQ :i esa Hkh tkuk 

tkrk gS] vkSj ;g usVooZQ osQ dojst {ks=k dks c<+kus esa enn djrk 
gSA vkus okyk MkVk vkWfIVdy] ok;jysl ;k bysfDVªdy flXuy esa gks 
ldrk gSA ;g OSI ekWMy osQ fiQftdy ys;j ij dke djrk gSA 
bldk mi;ksx MsVk lqj{kk ;k xq.koÙkk ls le>kSrk fd, fcuk yach nwjh 
rd MsVk Vªkalfe'ku osQ fy, fd;k tkrk gSA fjihVlZ nks&iksVZ okyh 
fMokbl gksrh gSaA

2. gc (Hub)
Hub ewy :i ls ,d T;knk 
iksVZ okyk Repeater gksrk gSA 
gc dbZ 'kk•kvksa ls vkus okys 
rkjksa dks tksM+rk gS] mnkgj.k osQ 
fy,] LVkj VksiksykWth esa dusDVj 
tks fofHkUu LVs'kuksa dks tksM+rk gSA gc Data dks fiQYVj ugha dj 
ldrs] blfy, Data Packet lHkh dusDVsM fMokbl ij Hksts 
tkrs gSaA vFkkZr~ cM+s usVooZQ cukus osQ fy, gc dks Hkh vkil esa 
tksM+k tk ldrk gSA gc ljy midj.k gSa tks gc ls tqM+s lHkh 
midj.kksa dks Data Packet Hkstrk gSaA gc dk mi;ksx HkkSfrd 
ijr (Physical Layer) esa fd;k tkrk gS D;ksafd ;g ,d 
Intelligent midj.k ugha gS] ;g fLop dh rjg fdlh Hkh çdkj 
dh Table dks Maintain ugha djrk gSA

Hub rhu çdkj osQ gksrs gS % Active] Passive vkSj Switching 
hub.

3. fczt (Bridge)
fczt usVofoZQax fMokbl gSa tks nks usVooZQ ;k lcusV dks tksM+rs gSaA 
dHkh&dHkh usVooZQ dks lcusV esa foHkkftr djuk vko';d gksrk gSA 
;k lqj{kk dkj.kksa ls çR;sd cM+s lcusV ij VªSfiQd dks de djus dh 
vko';drk gS] rc bldk ç;ksx fd;k tkrk gSA ,d fczt MkVk osQ 
çR;sd Úse (Frame) esa fy•s x, xarO; eSd irs (Destination 
MAC Address) osQ vk/kj ij Data dks jksdus ;k Hkstus dk dk;Z 
djrk gSA ;g OSI ekWMy dh Second Last Layer ;kuh MsVk 
fyad ys;j ij dke djrk gSA

Bridge rhu çdkj osQ gksrs gS % Transparent Bridge] 
Translational Bridge vkSj Source-Route Bridge

4. fLop (Switch)
ns•us esa fLop ,d gc tSlk fn•rk gSA mudh leku cukoV osQ 
ckotwn] fLop gc dh rqyuk esa dgha vf/d oqQ'ky gksrk gSaA lHkh 
dusDVsM iksVZ (Connected Ports) ij MkVk Hkstus osQ ctk;] ,d 
fLop MkVk dks osQoy ml iksVZ ij Hkstrk gS ftl ij xarO; flLVe 
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(Destination System) tqM+k gqvk gksrk gSA ;g lgh iksVZ dk 
fuèkkZj.k djus osQ fy, blls tqM+s midj.kksa osQ ehfM;k ,Dlsl daVªksy 
(MAC-Media Access Control) Addresses dks ns•rk gSA ;g 
OSI ekWMy dh Second Last Layer vFkkZr~ MsVk fyad ys;j 
ij dke djrk gSA

,d lk/kj.k usVooZQ dusD'ku ij] flLVe vkSj fLop ;k gc osQ chp 
lapkj dks Half Duplex dgk tkrk gSA Half Duplex dusD'ku esa] 
,d gh le; ij MkVk ;k rks Hkstk ;k çkIr fd;k tk ldrk gSA pwafd 
fLop dusD'ku ij MsVk çokg dk çca/u djrs gSa] ,d fLop Full 
Duplex eksM esa dke dj ldrk gS&;g ,d gh le; esa dusD'ku 
ij MsVk Hkst vkSj çkIr dj ldrk gSA

Sent Data Sent D
ata

Data M
AC 

Address 
003Data MAC 

Address 003

Client
Client

Client
Switch

Switches are "intelligent" devices.
MAC Addresses are used to send data 

to specific computers.

Server

Printer Mac Address

001

003

004

002

5. jkmVj (Router)
jkmVj daI;wVj vkSj vU; midj.kksa dks baVjusV ls tksM+rs gSaA ,d jkmVj 
,d fMLiSpj (Dispatcher) osQ :i esa dk;Z djrk gS] tks vkidh 
tkudkjh dks Hkstus osQ fy, lcls vPNk ekxZ pqurk gSA ;g vkiosQ 
fctusl dks nqfu;k ls tksM+rk gS] Hackers ls tkudkjh dh j{kk djrk 
gS] vkSj ;g Hkh r; dj ldrk gS fd dkSu ls daI;wVj dks nwljs daI;wVj 
ls T;knk çkFkfedrk nsuh gSaA ;g fuEu çkFkfed dk;Z djrk gS% MkVkiSosQV 
(Data Packet) dks muosQ bfPNr vkbZih irs (IP Addresses) 
ij Hkstrk gS vkSj usVodks± (Networks) osQ chp ;krk;kr dk çca/u 
(Traffic Management) djuk vkSj dbZ midj.kksa dks ,d gh 
baVjusV dusD'ku dk mi;ksx djus dh vuqefr nsrk gSA 

		 uksV% jkmVj eq[; :i ls ,d usVooZQ ys;j fMokbl gSA
jkmVj ik¡p çdkj osQ gksrs gS % Wired Routers] Wireless 
Routers] Core Routers] Edge Routers and VPN 
Routers.

6- xsVos (Gateway)
xsVos] tSlk fd uke ls irk pyrk gS] nks usVooZQ dks tksM+us dk ,d 
ekxZ gS tks fofHkUu usVofo±Qx ekWMy ij dke dj jgs gSA xsVos dks 
çksVksdkWy dUoVZlZ Hkh dgk tkrk gS vkSj xsVos vkerkSj ij vksiu 
flLVe baVjdusD'ku (OSI: Open Systems Interconnection) 
ekWMy dh usVooZQ ys;j (Network Layer) ij dk;Z djrk gS] 
ysfdu lS¼kafrd :i ls ;g fdlh Hkh OSI Layer ij dk;Z dj 
ldrk gSA A xsVos vkerkSj ij fLop (Switch) ;k jkmVj (Router) 
dh rqyuk esa vf/d tfVy gksrs gSaA xsVos dks çksVksdkWy dUoVZj 
(Protocol Converter) Hkh dgk tkrk gSA 

uksV% ,d xsVos usVooZQ dks tksM+rk gS] tcfd ,d jkmVj vkerkSj ij 
,d usVooZQ osQ Hkhrj MsVk fMyhoj djrk gSA

7. usVooZQ baVjisQl dkMZ (NIC -Network Interface Card)
usVooZQ baVjiQsl dkMZ ,d usVooZQ ,MsIVj gS ftldk mi;ksx daI;wVj 
dks usVooZQ ls tksM+us osQ fy, fd;k tkrk gSA bls LAN LFkkfir 
djus osQ fy, daI;wVj esa LFkkfir fd;k tkrk gSA bldh ,d fof'k"V 
vkbZMh (Unique Id) gksrh gS tks fpi (Chip)esa gh gksrh gS] vkSj 
blesa osQcy dks tksM+us osQ fy, ,d dusDVj (Connector) gksrk gSA 
NIC dkMZ ,d Two Layer fMokbl gS vFkkZr~ ;g usVooZQ ekWMy 
osQ Physical And Data Link Layers nksuksa Layers ij dke 
dj ldrk gSA

8- czkmVj (Brouter)
czkmVj ,d ,slk midj.k gS tks fczt vkSj jkmVj nksuksa osQ :i esa dk;Z 
dj ldrk gSA ;g nks usVooZQ osQ chp MkVk dks lsaM (Send) dj 
ldrk gS (Bridge osQ :i esa)] lkFk gh usVooZQ osQ Hkhrj MkVk dks 
vyx&vyx flLVe (Router osQ :i esa) esa Hkh Hkst ldrk gSA

9- ekWMse (Modem-Modulator & Demodulator)
ekWMse ls rkRi;Z flXuy osQ ekWMÔwys'ku&fMekWMÔwys'ku (Modulation-
Demodulation) djus okyh Device ls gSA ,d ekWMse fMftVy 
MsVk flXuy dks ,ukykWx MsVk flXuy esa ifjofrZr djrk gS vkSj bldk 
foijhr Hkh djrk gSA ekWMse dks daI;wVj osQ Hkhrj blosQ fy, fn, x;s 
LykWV esa Hkh buLVkWy fd;k tk ldrk gSA

;g baVjusV@VsyhiQksu ykbu vkSj daI;wVj osQ chp ,d lsrq dk dke 
djrk gSA ;g OSI ekWMy osQ MsVk fyad ys;j ij dke djrk gSA 
ekWMse ,d ,slk midj.k gS tks vkiosQ ?kj@dk;kZy; osQ usVooZQ dks 
lh/s baVjusV ls tksM+rk gSA ysfdu jkmVj ,d ,slk midj.k gS tks dbZ 
daI;wVj flLVe (;k rks ok;MZ ;k ok;jysl) dks ,d lkFk baVjusV dk 
mi;ksx djus esa l{ke cukrk gSA
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daI;wVj usVooZQ (Computer Network)
,d daI;wVj usVooZQ] fyad osQ ekè;e ls tqM+s midj.kksa dk ,d lewg 
gSA ,d uksM daI;wVj] fçaVj ;k MsVk Hkstus ;k çkIr djus esa l{ke dksbZ 
vU; midj.k gks ldrk gSA uksM~l dks tksM+us okys fyad dks lapkj 
pSuy osQ :i esa tkuk tkrk gSA

LokfeRo osQ vk/kj ij usVooZQ osQ çdkj (Types of Networks 
Based on Ownership)

1- Private Network     2- Public Network
1- izkbosV usVooZQ (Private Network)

;g usVooZQ fdlh O;fÙkQ ;k futh laxBu osQ LokfeRo vkSj fu;a=k.k 
esa gksrk gSA ;g usVooZQ lHkh osQ mi;ksx osQ fy, •qyk ugha gksrk gSA 
osQoy iathÑr lnL; gh bl usVooZQ dk mi;ksx dj ldrs gSaA tSls% 
cSad dk usVooZQ] fefyVªh dk usVooZQ 

2- ifCyd usVooZQ (Public Network)
;g usVooZQ fdlh O;fÙkQ ;k futh laxBu osQ LokfeRo vkSj fu;a=k.k esa 
ugha gksrk gSA ysfdu ;g ,d laLFkk }kjk pyk;k tkrk gSA ;g usVooZQ 
lfoZl pktZ osQ lkFk lHkh osQ mi;ksx osQ fy, •qyk gksrk gSA tSls% 
BSNL] Jio] Airtel etc.

{ks=kiQy osQ vk/kj ij usVooZQ osQ çdkj (Types of Networks 
Based on Area)

HkkSxksfyd {ks=k osQ vk/kj ij usVooZQ pkj çdkj osQ gksrs gSaA

1- ilZuy ,fj;k usVooZQ (PAN - Personal Area Network)
ilZuy ,fj;k usVooZQ ,d çdkj dk usVooZQ gS tks fdlh O;fÙkQ }kjk 
O;ofLFkr fd;k tkrk gS] vkerkSj ij 10 ehVj dh lhek osQ HkhrjA 
ilZuy ,fj;k usVooZQ dk mi;ksx O;fÙkQxr midj.kksa dks tksM+us osQ 
fy, fd;k tkrk gSA ilZuy ,fj;k usVooZQ fodflr djus osQ fy, 
mi;ksx fd, tkus okys O;fÙkQxr midj.k ySiVkWi] eksckby iQksu vkfn 
gSaA tSls& Bluetooth

2- yksdy ,fj;k usVooZQ (LAN-Local Area Network)
yksdy ,fj;k usVooZQ daI;wVj (Computer) vkSj ifj/h;  
midj.kksa (Peripheral Devices) dk ,d lewg gS tks ,d NksVs ls 
{ks=k tSls LowQy] ç;ksx'kkyk] ?kj vkSj dk;kZy; Hkou esa ,d nwljs ls 
tqM+s gksrs gSaA LAN dk mi;ksx nks ;k nks ls vf/d O;fÙkQxr daI;wVjksa 
dks lapkj ekè;e tSls fd Twisted Pair Cable] Co-axial 

Cable] Router] vkfn osQ ekè;e ls tksM+us osQ fy, fd;k tkrk gSA

3- esVªksikWfyVu ,fj;k usVooZQ (MAN-Metropolitan Area Network)

esVªksikWfyVu ,fj;k usVooZQ ,d ,slk usVooZQ gS tks ,d cM+k usVooZQ 
cukus osQ fy, vyx&vyx LAN dks vkil esa tksM+dj ,d cM+s 
HkkSxksfyd {ks=k dks doj djrk gSA MAN esa] fofHkUu LAN ,d nwljs 
ls VsyhiQksu ,Dlpsat ykbu osQ ekè;e ls tqM+s gksrs gSaA blesa yksdy 
,fj;k usVooZQ (LAN) dh rqyuk esa vf/d jsat gksrh gSA ;s uxj o 
dLcksa osQ Network dks tksM+us dk dke djrk gSA

4- okbM ,fj;k usVooZQ (WAN-Wide Area Network)
okbM ,fj;k usVooZQ ,d ,slk usVooZQ gS tks jkT;ksa ;k ns'kksa tSls 
cM+s&cM+s HkkSxksfyd {ks=k esa iQSyk gqvk gSA WAN] MAN ls dkiQh 
cM+k usVooZQ gksrk gSA Wide Area Network fdlh ,d LFkku rd 
lhfer ugha gS] cfYd ;g ,d VsyhiQksu ykbu] iQkbcj vkWfIVd osQcy 
;k lSVsykbV fyad osQ ekè;e ls ,d cM+s HkkSxksfyd {ks=k esa iSQyk gqvk 
gksrk gSA baVjusV nqfu;k osQ lcls cM+s WAN esa ls ,d gSA okbM 
,fj;k usVooZQ dk O;kid :i ls mi;ksx O;kikj] ljdkjh vkSj f'k{kk 
osQ {ks=k esa fd;k tkrk gSA

PAN
LAN

MAN

WAN

Network Topologies of a Communication Network

VksiksykWth usVooZQ dh lajpuk dks ifjHkkf"kr djrh gS fd oSQls lHkh 
?kVd ,d nwljs ls tqM+s gq, gSaA

1- cl VksiksykWth (Bus Topology)
cl VksiksykWth ,d usVooZQ 
çdkj gS ftlesa gj daI;wVj 
vkSj usVooZQ fMokbl ,d gh 
osQcy ls tqM+s gksrs gSaA blesa 
,d gh fn'kk esa MsVk (Data) 
dks ,d Nksj ls nwljs Nksj rd igq¡pk;k tkrk gSA cl VksiksykWth esa 
dksbZ f}&fn'kkRed (Bi-Directional) lqfo/k ugha gksrh gSA ;g ,d 
cgq&fcanq dusD'ku (Multi-Point Connection) vkSj ,d detksj 
VksiksykWth gS D;ksafd ;fn eq[; osQcy foiQy gks tkrh gS rks VksiksykWth 
ozSQ'k gks tkrh gSA

blesa Coaxial Cable dk iz;ksx gksrk gSA ftls Backbone Cable 
osQ uke ls Hkh tkuk tkrk gSA

cl VksiksykWth osQ ykHk (Advantages of Bus Topology)
	¡ bldks cukuk] çca/u vkSj foLrkj djuk vklku gksrk gSA
	¡ es'k vkSj LVkj VksiksykWth dh rqyuk esa de osQcy dh vko';drk 
gksrh gSA
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	¡ NksVs O;olk;ksa osQ fy, vPNk fodYi gS D;ksafd de ykxr ij 
lsVvi gks tkrh gSA 

cl VksiksykWth ls gkfu;k¡ (Disadvantages of Bus Topology)
	¡ ;g dusDV fd, tk ldus okys usVooZQ uksM~l dh la[;k dks 
lhfer djrk gSA

	¡ ;g usVooZQ VksiksykWth lhfer la[;k esa uksM~l osQ fy, gh vPNk 
çn'kZu dj ldrh gSA tc cl ls tqM+s midj.kksa dh la[;k c<+ 
tkrh gS] rks n{krk de gks tkrh gSA

	¡ ;g osQaæh; cl ij cgqr vf/d fuHkZj gksrh gSA cl osQ •jkc gksus 
ij usVooZQ isQy gks tkrk gSA

2- fjax VksiksykWth (Ring Topology)
	� fjax VksiksykWth okys usVooZQ esa daI;wVj 
,d nwljs ls loqZQyj iQkWeZsV (v¡xwBh 
osQ vkdkj) esa tqM+s gksrs gSaA usVooZQ osQ 
çR;sd uksM~l (Nodes) esa nks iM+kslh 
gksaxsA vrhr esa vkerkSj ij fjax VksiksykWth 
dk mi;ksx fd;k tkrk FkkA

	� fjax VksiksykWth gkiQ&MqIysDl gksrh gSa ysfdu bUgsa iqQy&MqIysDl Hkh 
cuk;k tk ldrk gSA fjax VksiksykWth dks iqQy&MqIysDl ;k MÔwy fjax 
VksiksykWth cukus osQ fy, usVooZQ uksM~l osQ chp nks dusD'ku dh 
vko';drk gksrh gSA

 fjax VksiksykWth osQ ykHk (Advantages of Ring Topology)
	¡ MsVk Vªkalfe'ku dh LihM rst gksrh gSA
	¡ bls LFkkfir djus vkSj foLrkj djus esa de [kpZ gksrk gSA

fjax VksiksykWth ls gkfu;k¡ (Disadvantages of Ring Topology)
	¡ usVooZQ esa ,d uksM (Node) dh foiQyrk (Failure) iwjs usVooZQ 
dks foiQy dj ldrh gSA

	¡ fjax esa usVooZQ uksM~l dks tksM+us okys rkj ij T;knk fuHkZjrk cuh 
jgrh gSA

3- LVkj VksiksykWth (Star Topology)
	� LVkj VksiksykWth ,d ,slh VksiksykWth gksrh gS tgka 
usVooZQ esa çR;sd uksM (Node) ,d osQaæh; 
gc ls tqM+k gksrk gSA usVooZQ esa çR;sd fMokbl 
(Device) lh/s ,d gc ls tqM+k gksrk gS vkSj 
vçR;{k :i ls gj nwljs uksM~l ls tqM+k gksrk gS] 
tgk¡ osQaæh; usVooZQ gc ,d loZj gS vkSj vU; midj.kksa dks DykbaV osQ 
:i esa ekuk tkrk gSA osQaæh; uksM osQ ikl iwjs usVooZQ esa MsVk Vªkalfe'ku 
(Transmission) osQ çca/u dh ftEesnkjh gksrh gS vkSj ;g iqujkorZd 
(Repeater) osQ :i esa dk;Z djrk gSA LVkj VksiksykWth osQ lkFk] daI;wVj 
,d Co-axial Cable] Twisted Pair or Optical Fiber Cables 
ls tqM+s gksrs gSaA
uksV& LVkj VksiksykWth esa gc osQ LFkku ij fLop dk iz;ksx Hkh fd;k 
tk ldrk gSA

 LVkj VksiksykWth osQ ykHk (Advantages of Star Topology)
	¡ bl VksiksykWth esa usVooZQ uksM~l dks tksM+uk ;k gVkuk vklku gksrk 
gS] vkSj iwjs usVooZQ dks çHkkfor fd, fcuk fd;k tk ldrk gSA

	¡ osaQæh;Ñr çÑfr (Centralized Nature) osQ dkj.k] usVooZQ 
midj.kksa esa nks"kksa dk irk yxkuk vklku gksrk gSA

LVkj VksiksykWth ls gkfu;k¡ (Disadvantages of Star Topology)
	¡ usVooZQ lapkyu osQaæh; gc (Central Hub) osQ Åij fuHkZj djrk 
gSA blfy,] osQaæh; gc dh foiQyrk iwjs usVooZQ dh foiQyrk dh 
vksj ys tkrh gSA

	¡ lkFk gh] tksM+s tk ldus okys uksM~l dh la[;k osQaæh; gc dh 
{kerk (Number of Ports) ij fuHkZj djrh gSA lsVvi dh 
ykxr dkiQh vf/d gksrh gSA

4- es'k VksiksykWth (Mesh Topology)
es'k VksiksykWth esa lHkh fMokbl ,d nwljs 
ls tqM+s gksrs gSaA ;s fMokbl ,d&nwljs ls 
ikWbaV&Vw&ikWbaV fyad (Point-to-Point 
link) osQ ekè;e ls tqM+s gq, gSaA ;s es'k 
usVooZQ ;k rks iw.kZ (Full Mesh) ;k 
vkaf'kd (Partial Mesh) gks ldrs gSaA
es'k VksiksykWth esa MsVk Vªkalfe'ku osQ nks eq[; rjhosQ gSaA
1- :fVax (Routing)    2- ÝyfMax (Flooding)

 es'k VksiksykWth osQ ykHk (Advantages of Mesh Topology)
	¡ fdlh ,d uksM dh foiQyrk osQ dkj.k laiw.kZ usVooZQ foiQy ugha 
gksrk gS D;ksafd MsVk lapj.k osQ fy, vU; oSdfYid jkLrs miyC/ 
gksrs gSaA

	¡ ;g Hkkjh VªSfiQd dks laHkky ldrk gSaA
	¡ usVooZQ uksM~l dh O;oLFkk ,slh gksrh gS fd ,d gh le; esa ,d 
uksM ls dbZ vU; uksM~l esa MsVk Hkstk tk ldrk gSA

es'k VksiksykWth ls gkfu;k¡ (Disadvantages of Mesh Topology)

	¡ cgqr vf/d osQcy fcNkus dh vko';drk gksrh gSA bl çdkj] 
LFkkiuk vkSj j•&j•ko esa gksus okyh ykxr vf/d gksrh gSA

	¡ bldh tfVyrk osQ dkj.k] es'k usVooZQ dks eSust djuk dfBu 
gksrk gSA

5- Vªh VksiksykWth (Tree Topology)
Vªh VksiksykWth ,d fo'ks"k çdkj dh lajpuk gksrh gS tgka dbZ tqM+s gq, 
rRo (Elements) ,d isM+ dh 'kk•kvksa dh rjg O;ofLFkr gksrs gSaA 
;g VksiksykWth ,d gh cl esa fofHkUu LVkj VksiksykWth dks ,d lkFk 
,dhÑr djrh gS] blfy, bls LVkj&cl VksiksykWth osQ :i esa Hkh 
tkuk tkrk gSA

Workstation

Workstation

Workstation

WorkstationWorkstation
Workstation

Workstation

Workstation
Workstation

terminatorterminator

Hub Hub
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Vªh VksiksykWth osQ ykHk (Advantages of Tree Topology)

	¡ çR;sd LVkj Hkkx dks osQaæh; cl ls ,d lefiZr fyad feyrk gSA 
bl çdkj] ,d Hkkx osQ foiQy gksus ls 'ks"k usVooZQ çHkkfor ugha 
gksrk gSA

	¡ uksM dk foLrkj djuk rst vkSj vklku gksrk gSA =kqfV dk irk yxkuk 
,d vklku çfØ;k gS rFkk bls çcaf/r djuk vklku gksrk gSA

Vªh VksiksykWth ls gkfu;k¡ (Disadvantages of Tree Topology)

	¡ pwafd dbZ Hkkx ,d osQaæh; cl ls tqM+s gksrs gSa] usVooZQ bl osQUnzh; 
cl ij cgqr vf/d fuHkZj djrk gSA bldh foiQyrk iwjs usVooZQ 
dks çHkkfor djrh gSA

6- gkbfczM VksiksykWth (Hybrid Topology)
fofHkUu VksiksykWth osQ la;kstu dks gkbfczM VksiksykWth dgk tkrk gSA

ijh{kksi;ksxh iz'u

	 1.	 fdl çdkj dh Topology osQ varxZr lHkh Station] Central 
Station dks tksM+us okyh dM+h Point to Point gks ldrh gS\

	 (a)	 Bus	 (b)	 Star
	 (c)	 Ring	 (d)	 Tree
	 2.	 BUS VksiksykWth dks fdl vU; uke ls Hkh tkuk tkrk gS \
	 (a)	 Line Topology	 (b)	 Linear Topology     
	 (c)	 Star Topology	 (d)	 (a) vkSj (b) nksuksa
	 3.	 WLAN dh iqQyiQkWeZ D;k gS \
	 (a)	 Wireless Local Area Network
	 (b)	 Wired Local Area Network
	 (c)	 Wireless Local Area Number
	 (d)	 Wireless Local Arithmatic Network
	 4.	 baVjusV fo'o Hkj esa vkil esa tqM+s oaQI;wVjksa dk ,d lewg gS baVjusV 

vius vki esa ----------- ,d izdkj gSA
Delhi Police HCM 20/10/2022 (Shift-II)

	 (a)	 MAN 	 (b)	 LAN
	 (c)	 WAN	 (d)	 VPN
	 5.	 fdl VksiksykWth dks Hierarchical Topology osQ uke ls tkuk 

tkrk gS \
	 (a)	 Tree	 (b)	 Hybrid
	 (c)	 Ring	 (d)	 Bus
	 6.	 dE;qfuosQ'ku eksM tks nks&rjiQk dE;qfuosQ'ku dks liksVZ djrk gS] 

ysfdu ,d le; esa osQoy ,d gh fn'kk esa ,d lkFk nksuksa fn'kkvksa 
esa ugha] og ----------dgykrk gSA

	 (a)	 Full Duplex	 (b)	 Duplex
	 (c)	 Simplex	 (d)	 Half Duplex
	 7.	 DNS ……… dk laf{kIr #i gSA
	 (a)	 Dynamic Name System
	 (b)	 Dynamic Network System
	 (c)	 Domain Network Service
	 (d)	 Domain Name System
	 8.	 fuEu esa ls VksiksykWth ugh gS \
	 (a)	 es'k VksiksykWth	 (b)	Vªh VksiksykWth
	 (c)	 LVkj VksiksykWth	 (d)	ewu VksiksykWth

	 9.	 fdl VksiksykWth esa usVooZQ dk çR;sd uksM vU; lHkh uksM~l ls tqM+s 
gksrs gS \

	 (a)	 esl VksiksykWth	 (b)	Vªh VksiksykWth
	 (c)	 LVkj VksiksykWth	 (d)	cl VksiksykWth
	 10.	 VksiksykWth fdrus çdkj dh gksrh gS\
	 (a)	 3	 (b)	4
	 (c)	 5	 (d)	6
	 11.	 VfeZusVj (Terminators) fdl VksiksykWth esa mi;ksx fd;k tkrk gS \
	 (a)	 es'k	 (b)	Vªh
	 (c)	 cl	 (d)	LVkj
	 12.	 fdl ekè;e esa lcls rst xfr ls Vªkalfe'ku gksrk gS&
	 (a)	 dks&,fDl;y osQcy	 (b)	ekbØksoso Vªkalfe'ku
	 (c)	 jsfM;ks rjaxs	 (d)	vkWfIVdy iQkbcj

	 13.	 LVkj fyad ifj;kstuk dk lEcU/ fdl daiuh ls gS \
	 (a)	 xwxy	 (b)	ekbØkslkWÝV
	 (c)	 Lisl,Dl	 (d)	,Iiy
	 14.	 bues ls dkSu&lk ,d bUVjusV usVooZQ gS \
	 (a)	 eSu (MAN)	 (b)	ySu (LAN)
	 (c)	 oSu (WAN)	 (d)	mijksÙkQ lHkh
	 15.	 fuEufyf•r esa ls dkSu&lh Vksiksyksth (Topology) NksVs O;kikj 

laxBu osQ fy, lokZsÙke gS\

	 (a)	 fjax Vksiksyksth 	 (b)	LVkj Vksiksyksth 
	 (c)	 cl Vksiksyksth 	 (d)	es'k Vksiksyksth
	 16.	 LAN Topology esa 'kkfey uke fuEu esa ls dkSu&dkSu ls gS\
	 (a)	 Bus, Star and Ring
	 (b)	 Moon, Star and Planet
	 (c)	 Tree, Bus and Ring
	 (d)	 Hybrid, Mesh and Tree
	 17.	 fo'o dk çFke dEI;wVj usVooZQ gS &

	 (a)	 NET	 (b)	 ARPANET
	 (c)	 NSF NET	 (d)	 V&NET
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	 18.	 LAN usVooZQ fdruh nwjh rd vPNs ls dke dj ldrk gS\
	 (a)	 1 KM	 (b)	 10 KM
	 (c)	 100 KM	 (d)	 1000 KM
	 19.	 ARPANET dk foLrkfjr :i gS &
	 (a)	 Advanced Research Project Agency Network
	 (b)	 Advanced Research Agency Network
	 (c)	 Advanced Research Project Agency Networking
	 (d)	 Advanced Research Projects Agency Networking
	 20.	 LAN (yksdy ,fj;k usVooZQ) ls tqM+s oaQI;wVj ---------
	 (a)	 rst pyrs gSaA
	 (b)	 vkWuykbu tk ldrs gSaA

	 (c)	 bUiQkWesZ'ku vkSj ;k isfjiQjy midj.k 'ks;j dj ldrs gSaA

	 (d)	 bZ&esy dj ldrs gSaA

	 21.	 esuizsQe ;k lqijoaQI;wVj esa ,Dlsl osQ fy, ;wtlZ vDlj ---------------- 
dk mi;ksx djrs gSa\

	 (a)	 VfeZuy	 (b)	uksM
	 (c)	 MsLdVkWi	 (d)	gSaMgsYM
	 22.	 dks,fDl;y osQcy dk mi;ksx fdlesa fd;k tkrk gS\
	 (a)	 VsyhiQksu usVooZQ esa	 (b)	osQcy Vh-oh- usVooZQ esa
	 (c)	 U;w usVooZQ esa	 (d)	mijksDr rhuksa esa
	 23.	 fuEu esa dkSu&lk usVooZQ osQcfyax dk ,d izdkj gS\
	 (a)	 Fiber Optic	 (b)	Twisted Pair Wire
	 (c)	 Coaxial	 (d)	mi;qZDr lHkh
	 24.	 fuEufyf•r usVooZQ VksiksykWth esa ls fdlesa lapj.k dh xfr 

(Transmission Speed) lcls vf/d gksrh gS\
	 (a)	 LAN	 (b)	WAN
	 (c)	 MAN	 (d)	Kkr ugha fd;k tk ldrk gSA

	 25.	 og O;oLFkk tgk¡ lkjk DATA ,d osQaæh; daI;wVj ls gksdj xqtjrk 
gS] dgykrh gS&

	 (a)	 Ring Topology	 (b)	 Mesh Topology
	 (c)	 Star Topology	 (d)	 Bus Topology
	 26.	 NFS dk iw.kZ :i D;k gS\

	 (a)	 usVooZQ iQkby flLVe	(b)	usVooZQ iQkby lpZ
	 (c)	 U;w iQkby lpZ	 (d)	U;w iQkby flLVe

	 27.	 mPpre MsVk lapj.k nj fuEu esa ls dkSu&ls ekè;e }kjk çnku dh 
tkrh gS\

	 (a)	 Co-axial Cable	 (b)	 Microwave
	 (c)	 Optical Fibre	 (d)	 Twisted Pair Cable
	 28.	 bZFkjusV fdl VksiksykWth esa mi;ksx gksrk gS \
	 (a)	 LVkj	 (b)	cSaM
	 (c)	 fjax	 (d)	cl
	 29.	 eksckby iQksu osQ lkFk baVjusV dk iz;ksx djus osQ fy, fuEufyf[kr 

esa ls fdl lsok dk lcls vf/d iz;ksx fd;k tkrk gSA
Delhi Police Const. 09/12/2020 (Shift-II)

	 (a)	 3G-4G	 (b)	 Dial-up
	 (c)	 DSL	 (d)	 Cable

	 30.	 fuEufyf•r esa ls dkSu&lk ,d xkbMsM ehfM;k ugha gS\
	 (a)	 Twisted Pair Cables
	 (b)	 Co-axial Cables
	 (c)	 Fiber Optic Cables
	 (d)	 Wireless
	 31.	 Wi-Max fuEufyf•r esa ls fdlls lacaf/r gSaA
	 (a)	 tSo çkS|ksfxdh	 (b)	varfj{k çkS|ksfxdh
	 (c)	 felkby çkS|ksfxdh	 (d)	lapkj çkS|ksfxdh

	 32.	 Wi MAX dk iw.kZ :i D;k gS\
	 (a)	 Wireless Interoperability for Microwave Access
	 (b)	 Wired Interoperability for Microwave Access
	 (c)	 World Wide Interoperability for Microwave Access
	 (d)	 World Wide Infrastructure for Microwave Access
	 33.	 Vsyhfotu czkWMdkfLVax (Television Broad-casting) fuEu esa ls 

fdldk mnkgj.k gS\
	 (a)	 gkiQ MqIysDl 	 (b)	iqQy MqIysDl 
	 (c)	 flEiysDl	 (d)	flEiysDl rFkk iqQy 
	 34.	 MkVk izs"k.k dh fuEufyf[kr esa ls fdl iz.kkyh esa MkVk ,d lkFk nksuksa 

fn'kkvksa esa izokfgr gks ldrk gSA
	 (a)	 gkiQ&MqIysDl	 (b)	iqQy&MqIysDl
	 (c)	 DokVZj&MqIysDl	 (d)	flEiysDl
	 35.	 fdl usVooZQ dh dusfDVfoVh jsat vkerkSj ij 10 ehVj rd gksrh gS\
	 (a)	 LAN	 (b)	 PAN
	 (c)	 MAN	 (d)	  WAN
	 36.	 LTE rduhd dk mi;ksx fuEu esa ls fdl ok;jysl izkS|ksfxfd;ksa 

dh ih<+h esa fd;k tkrk gS\
	 (a)	 4G	 (b)	 2G
	 (c)	 1G	 (d)	 3G
	 37.	 CSMA/CD ,d izdkj dk ,Dlsl esFkM gSA bldk iw.kZ :i D;k 

gS\
	 (a)	 Carrier Sense Meter Agency with Carrier Defense
	 (b)	 Carrier Sense Multiple Access with Collision 

Detection
	 (c)	 Carrier Sense Motor Access with Calcium Detection
	 (d)	 All three of the Above
	 38.	 VsyhiQksu czkWMdkLV fdl izdkj osQ Vªkalfe'ku dk mnkgj.k gS\
	 (a)	 flEiysDl	 (b)	gkiQ MqIysDl
	 (c)	 iqQy&MqIysDl	 (d)	vkWVksesfVd

	 39.	 lwpuk izlkj osQ fy;s jsfM;ks] ekbozQksoso vkSj lSVsykbV pSuy [kqys 
varfj{k esa fdldk mi;ksx djrs gSa\

	 (a)	 pqacdh; izlkj.k	 (b)	fo|qr pqacdh; izlkj.k
	 (c)	 èofu izlkj.k	 (d)	buesa ls dksbZ ugha

	 40.	 dkSu&lk Bounded media (Types of Transmission Media) 
dk mnkgj.k ugha gSa\

	 (a)	 Co-axial Cable	 (b)	Wave Media
	 (c)	 Fiber Optic	 (d)	mi;qZDr lHkh
	 41.	 Bounded Media dks fdl uke ls tkuk tkrk gS\
	 (a)	 Wave Media	 (b)	Transport Media
	 (c)	 Guided Media	 (d)	nksuksa (a) o (c)
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	 42.	 fuEu esa Coaxial osQcy Vªkalfe'ku i¼fr dkSu&lh gS\
	 (a)	 Base band	 (b)	Broadband
	 (c)	 nksuksa (a) ,oa (b)	 (d)	CSMA/CA
	 43.	 RAS dk foLr`r :i D;k gS\
	 (a)	 Remote Access Security
	 (b)	 Random Access Security
	 (c)	 Random Access Service
	 (d)	 Remote Access Service
	 44.	 fdlh usVooZQ esa MkVk VªkaliQj dh xfr dks fdlls ekik tkrk gS\
	 (a)	 gV~tZ	 (b)	MkWV~l ij bap
	 (c)	 fcV~l ij lsd.M	 (d)	fiDlYl ij lsd.M

	 45.	 cl VksiksykWth vkSj LVkj VksiksykWth dk la;kstu (Combination) gS\
	 (a)	 fjax VksiksykWth	 (b)	es'k VksiksykWth
	 (c)	 gsDlkxksuy VksiksykWth	 (d)	Vªh VksiksykWth
	 46.	 okbZiQkbZ (WiFi) dk iw.kZ :i D;k gS\
	 (a)	 ok;jysl oDlZ iQkbu (Wireless works Fine)
	 (b)	 ok;jysl iQSDVjh (Wireless Factory)
	 (c)	 ok;j iQk;j (Wire Fire)
	 (d)	 ok;jysl fiQMsfyVh (Wireless Fidelity)

	 47.	 LTE dk iw.kZ :i gS&
	 (a)	 Level Telecom Advanced
	 (b)	 Long Terminal Advanced
	 (c)	 Long Term Evolution
	 (d)	 Long Time Evolution
	 48.	 PAN dk oaQI;wVj esa iw.kZ :i D;k gS\
	 (a)	 Permanent Account Number
	 (b)	 Personal Area Network
	 (c)	 Permanent Area Network
	 (d)	 None
	 49.	 dEI;wVj usVooZQ esa MsVk fdrus rjhdks ls Hkstk tk ldrk gS\ 
	 (a)	 nks 	 (b)	rhu 
	 (c)	 pkj 	 (d)	ikap
	 50.	 MsVk Vªaklfe'ku osQ fuEu esa ls fdl eksM esa] MSVk dk izokg nksuksa 

fn'kkvksa ,d le; esa osQoy ,d gh fn'kk esa MsVk dk izokg gks ldrk 
gSS\

	 (a)	 iqQy&MqIysDl	 (b)	gkiQ&MqIysDl
	 (c)	 flEIysDl	 (d)	d~kVZj&MqIysDl

1. (b) 2. (d) 3. (a) 4. (c) 5. (a) 6. (d) 7. (d) 8. (d) 9. (a) 10. (d)
11. (c) 12. (d) 13. (c) 14. (d) 15. (b) 16. (a) 17. (b) 18. (a) 19. (a) 20. (c)
21. (a) 22. (b) 23. (d) 24. (a) 25. (c) 26. (d) 27. (a) 28. (d) 29. (a) 30. (d)
31. (d) 32. (c) 33. (c) 34. (b) 35. (b) 36. (a) 37. (b) 38. (c) 39. (b) 40. (b)
41. (c) 42. (c) 43. (d) 44. (c) 45. (d) 46. (d) 47. (c) 48. (b) 49. (b) 50. (b)

mRrjekyk
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Internet (Interconnected Network)
baVjusV dk firk Robert E Kahn vkSj Vinton Gray Cerf dks ekuk 
tkrk gSA ;g ,d vU; 'kks/ dk ifj.kke Fkk ftls ARPANET dgk 
x;k] ftldk vFkZ gS&"Advanced Research Projects Agency 
Network". bldk izkjafHkd mn~ns'; isaVkxu }kjk foÙk iksf"kr vuqla/ku 
laLFkkuksa osQ oaQI;wVjkssa dks VsyhiQksu ykbuksa ls tksM+uk FkkA baVjusV nqfu;k 
Hkj osQ lHkh osc loZjksa osQ baVjdusDVsM usVooZQ (Interconnected 
Network) dk ,d laf{kIr :i gSA bls oYMZ okbM osc (World 
Wide Web) ;k osQcy osc Hkh dgk tkrk gSA

Hkkjr esa baVjusV lsokvksa dh 'kq:vkr 15 vxLr 1995 dks fons'k lapkj 
fuxe fyfeVsM (VSNL) }kjk dh xbZ FkhA

bl usVooZQ esa cM+h la[;k esa futh vkSj lkoZtfud laxBu] LowQy vkSj 
dkWyst] vuqla/ku osaQnz] vLirky vkSj nqfu;k Hkj esa cgqr lkjs loZj 
(Server) 'kkfey gSaA

Medical
Agriculture

Building Commercial

Industrial

Internet of Things 
Application

Customer services

MarketsDistributionsOperations

baVjusV osQ mi;ksx

baVjusV osQ oqQN egRoiw.kZ mi;ksx bl izdkj gSa&

1- bZ&dkWelZ (Electronic-commerce)
vkWuykbu 'kkWfiax Websites us gekjs thou dks vklku cuk fn;k gSA 
Amazon, Flipkart tSlh bZ&dkWelZ Websites osQoy ,d fDyd 
osQ lkFk cgqr gh 'kkunkj lsok,a iznku dj jgh gSa vkSj blls gekjk dkiQh 
le; cp tkrk gSA ;g baVjusV dk ,d cM+k mi;ksx gSA

2- oSQ'kysl ysunsu (Cashless Transactions)
oaQifu;k¡ vius xzkgdksa dks fofHkUu fMftVy Hkqxrku ,si tSls Paytm, 
Google Pay, PhonePe, Amazon Pay vkfn osQ ekè;e ls 
mRiknksa osQ fcyksa dk vkWuykbu Hkqxrku djus osQ fy, lsok,¡ ns jgh gSaA 
;wihvkbZ (UPI-Unified Payments Interface) Hkqxrku xsVos Hkh 
fnu&izfrfnu c<+ jgk gSA

8 baVjusV] bZ&dkWelZ ,oa cSafoaQx
Internet, E-commerce and Banking

3. bZ&f'k{kk (Electronic Learning)
f'k{kk esa lcls cM+h ck/kvksa esa ls ,d mPp ykxr gSA f'k{kk fdlh 
Hkh jk"Vª osQ lrr fodkl osQ LraHkksa esa ls ,d gSA baVjusV rd vklku 
igq¡p osQ lkFk f'k{kk dk ,d u;k :i fodflr gqvk gSA bls bZ&yfu±x 
(E-learning) dgk tkrk gSA tgk¡ vki ?kj cSBs opqZvy ohfM;ks 
Dykl#e] V~;wVksfj;y ;k ;gk¡ rd fd vkWuykbu gkseooZQ iwjk dj ldrs 
gSaA ;g ohfM;ks (tSls& YouTube Tutorial Videos) vkSj Web 
Tutorials osQ ekè;e ls f'k{kk iznku djrk gS tks lHkh osQ fy, lLrh 
vkSj ykxr izHkkoh gSA

4- lks'ky usVofo±Qx (Social Networking)
lks'ky usVofo±Qx lkbV~l vkSj ,sIl dk edln iwjh nqfu;k esa yksxksa dks 
tksM+uk gSA lks'ky usVofo±Qx lkbV~l dh enn ls ge vius fiz;tuksa osQ 
lkFk ckr (Text Msg, Audio Call, Video Call) dj ldrs gSa] 
iQksVks o ohfM;ks lk>k dj ldrs gSa] tc os gels nwj gksrs gSaA lkFk gh] 
ge ppkZ ;k ehfVax osQ fy, Group cukdj Video Conferencing 
Hkh dj ldrs gSaA

5- euksjatu (Entertainment)
ewy :i ls] baVjusV us euksjatu osQ gekjs fopkj dks flusek?kj tkus ;k 
if=kdk,¡ i<+us] lekpkj ns[kus osQ fiNys ekunaMksa ls dgha vkxs c<+k fn;k 
gSA ftlosQ pyrs usVfÝyDl (Netflix)] vestu izkbe (Amazon 
Prime) vkSj ;wV~;wc (YouTube) tSlh ohfM;ks vkWu fMekaM lsokvksa 
esa o`f¼ gqbZ gSA

6- usohxs'ku (Navigation)
baVjusV dk ,d vkSj iQk;nk ;g gS fd vki vius eksckby esa GPS 
(Global Positioning System) vkSj Google Maps dh enn ls 
fdlh Hkh fn'kk] de VªSfiQd okys {ks=kksa esa fdlh Hkh lM+d dks [kkstus 
esa l{ke gSaA

bu iQk;nksa osQ vykok baVjusV osQ Hkh vius uqdlku (Disadvantages)& 
baVjusV ij cgqr vf/d le; cckZn djuk] baVjusV ij cgqr vf/d 
le; fcrkus ls LokLF; ij cqjk izHkko] udkjkRedrk iSQykuk] lkbcj 
vijk/] LiSe] ok;jl] gSfoaQx vkSj MsVk pksjh djukA

vkidk flLVe ftles alHkh xksiuh; MsVk gksrs gSa] lkbcj vijkf/;ksa }
kjk vklkuh ls gSd fd;k tk ldrk gSA

baVjusV ls ykHk (Advantages of Internet)
	� nwljs O;fDr;ksa ls vklkuh ls laioZQ djus esa lgk;d

	� blosQ ekè;e ls nqfu;k esa dgh Hkh fdlh ls Hkh laioZQ cuk;k tk 
ldrk gSA
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	� ,d gh tkudkjh dks dbZ ckj ,Dlsl djus osQ ckn mls iqu% lpZ djus 
esa de le; yxrk gSA

	� dksbZ Hkh tkudkjh lsosQ.M esa fey tkrh gSA

	� fofM;ksdkWy@okWbldkWy@esy@u;s nksLr cukus esa lgk;d vkfnA

	� vkWuykbu O;olk; djus esa lgk;d vkfnA

baVjusV ls uqdlku (Disadvantages of Internet)
	� daI;wVj esa ok;jl osQ fy, lokZf/d mÙkjnk;h gSA

	� gSfdax vkdmaV@pSuy vkfnA

	� cgqr lh tkudkjh xyr gks ldrh gS] tkaph ugha tkrhA

	� lkbcj ozQkbe cM+s iSekus ij gksrk gSA

	� MkVk pksjh djosQ xyr iz;ksxA

	� izQkWM&oszQfMV dkMZ] MsfcV dkMZA

	� vknr iM+ tkuk@le; cckZn@xyr iz;ksxA

varjtky (Internet)
		  Internet - Interconnected Network

	� baVjusV fo'o Hkj osQ vkil eas tqM+s daI;wVjksa dk ,d lewg gSA
	� baVjusV vius vki esa WAN dk ,d izdkj gSA
	� usVodks± dk usVooZQ baVjusV dgykrk gSA
	� lcls cM+k usVooZQ baVjusV gSA
	� baVjusV iwjh nqfu;k esa daI;wVjksa dk HkkSfrd usVooZQ gSA
	� baVjusV ij lwpuk Hkstus] lapkj.k vkSj izkIr djus dks fu;af=kr djus okys 
fu;eksa dks izksVksdkWYl dgk tkrk gSA

	� baVjusV osQ fy, TCP/IP izksVksdkWy dk bLrseky gksrk gSA
TCP - Transmission Control Protocol
IP - Internet Protocol

	� TCP fdlh Hkh bUiQkWesZ'ku dks NksVs&NksVs iSosQV~l esa rksM+rk gS blosQ 
IP Address dh bUiQkWesZ'ku djus osQ ckn fjlhoj rd Hkstrk gSA

baVjusV dk fodkl (Development of Internet)
		  ARPANET (Advanced Research Projects Agency 

Network): nqfu;k dk lcls igyk usVooZQ iQkWj fjlpZ 1969 esa 
vesfjdh j{kk foHkkx }kjk vikZusV uke dk ,d usVooZQ cuk;k x;k] 
tks fo'o dk igyk usVooZQ dgk tkrk gSA vikZusV esa 4 nwjLFk daI;wVjksa 
dks ijLij tksM+k x;k FkkA

	� WWW - World Wide Web
	� bls W3 ;k 3W osQ uke ls Hkh tkuk tkrk gSA
	� WWW dk iqjkuk@'kq:vkrh uke NFSNET FkkA
	� NSFNET - National Science Foundation Network
	� 1989 esa fVe&cuZlZ yh us WWW vkSj HTML dk fodkl fd;kA

WWW vkSj Internet esa varj

baVjusV WWW
baVjusV usVodks± dk ,d oSf'od 
usVodZ gSA

www dk eryc oYMZ okbM osc gSA

baVjusV cqfu;knh <kapk gSA www ml cqfu;knh <kaps osQ 'kh"kZ ij 
lsok gSA

baVjusV ,d daI;wVj dks nqfu;k esa 
dgha Hkh fdlh vU; daI;wVj ls 
tksM+us dk ,d lk/u gSA

oYMZ okbM osc tks lwpukvksa dk ,d 
laxzg gS ftls baVjusV osQ ekè;e ls 
,Dlsl fd;k tkrk gSA

baVjusV dks ,d cM+h iqLrd&HkaMkj 
osQ :i esa ns•k tk ldrk gSA

osc dks ml LVksj ij iqLrdksa osQ laxzg 
osQ :i esa ns•k tk ldrk gSA

baVjusV eq[;r% gkMZos;j vkèkkfjr 
gSA

baVjusV dh rqyuk esa WWW vf/d 
lkWÝVos;j&mUeq• gSA

bldh mRifÙk 1960 osQ n'kd osQ 
var esa gqbZ FkhA

vaxzsth oSKkfud fVe cuZlZ&yh us 1989 
esa oYMZ okbM osc dk vkfo"dkj fd;k 
FkkA

baVjusV WWW dk lqijlsV gSA WWW baVjusV dk ,d mileqPp; 
gSA

baVjusV dk igyk laLdj.k 
ARPANET osQ uke ls tkuk 
tkrk FkkA

'kq#vkr esa WWW dks NSFNET osQ 
uke ls tkuk tkrk FkkA

baVjusV vkbZih ,Mªsl dk mi;ksx 
djrk gSA

WWW HTTP dk mi;ksx djrk gSA

URL (Uniform Resource Locator)
	� fdlh osclkbV dk irk URL crkrk gSA
	� ;g osc ist ij ,Mªsl izksokbM djrk gSA

	� WWW ij ekStwn ftrus Hkh osc ist] osclkbV vkSj MkD;wesaV gksrs 
gSaA mu lcdk viuk ,d osc ,Mªsl gksrk gSA ftls ;wvkj,y (URL) 
dgrs gSaA

		 fdlh lqjf{kr osclkbZV dk ;wvkj,y HTTPs ls 'kq: gksrk gSA

�

https://www.rojgarwithankit.com/services/index/html

protocol domain name path/resource

		 WWW dks daVªksy djus osQ fy, ,d laLFkk ¶WWWC¸ dke djrh 
gSA

		 WWWC (W3C/3WC): World Wide Web Consortium

		 WWWW (4W,W4): World Wide Web Worm

		  World Wide Web Worm, www osQ fy, lcls 'kq:vkrh lpZ batu 
esa ls ,d FkkA

	� Tim Berners Lee us 1994 esa ,d varjkZ"Vªh; leqnk; WWWC 
dh LFkkiuk dh] ftlosQ funs'kd Hkh Tim Berners Lee Lo;a cusA

	� WWW dks daVªksy djus osQ fy, ,d laLFkk "WWWC" dke djrh gSA
URI (Uniform Resource Identifier)

	� URI ,d leku izk:i esa iQkby ;k lalk/u osQ uke  vkSj LFkku dh 
igpku djrk gSA

HTTP (Hyper Text Transfer Protocol)
	� bldk iz;ksx oscisst o oscloZj osQ eè; Communication osQ fy, 
fd;k tkrk gSA

	� blosQ fcuk mi;ksxdrkZ osclkbV dks ,Dlsl ugha dj ldrkA
HTML (Hyper Text Markup Language)

	� fdlh Website & Webpage dks fMtkbu djus osQ fy, HTML 
dk iz;ksx gksrk gSA
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Webpage
	� oscist fdlh Hkh fyad ij@osclkbV ij fDyd djus ls tks ist vksiu 
gksrk gS mls oscist dgrs gSaA

	� ,d flaxy ist dks oscist dgk tkrk gSA ftuesa fofHkUu izdkj dh 
tkudkjh LVksj gksrh gSA

Website
	� oscistksa dk lewg@laxzg osclkbV gksrk gSA
	� Website dks gksLV djus okys daI;wVj dks osc loZj dgrs gSaA
	� tc nks ;k nks ls vf/d oscist dks ,d lkFk fyad fd;k tkrk gS rks 
mu oscist osQ xzqi dks osclkbV dgk tkrk gSA
DNR (Domain Name Registers): baVjusV osQ iz;ksx gsrq 
Mksesu use iznku djus okyh laLFkk] izR;sd O;fDr ;k laLFkk dks baVjusV 
ij ,d fo'ks"k Mksesu use iznku djus osQ fy, gksrh gSA
DNS (Domain Name System): DNS dk dke baVjusV Mksesu 
ukekssa dk irk yxkus] Domain name dks IP address esa ifjofrZr 
djuk gksrk gSA IP Address dks ;kn j[kus ;ksX; cukus osQ fy, DNS 
dk bLrseky gksrk gSA

		 DNS dk vkfo"dkj - ikWy eksdkisfVªl
Domain Names

	� baVjusV ij osclkbV osQ ;wvkj,y osQ var esa vafre MkWV osQ ckn osQ 
uke dks Mksesu use dgrs gSaA

	� lkekU;r% ;fn Mksesu use osQ vafre Hkkx esa rhu v{kj gSa rks og laxBu 
dks n'kkZrk gS rFkk nks v{kj gSa rks og ns'k dks n'kkZrk gSA

Some Domain Names
		 .org → Organisation (xSj&ykHkdkjh laxBu)

		 .net → Networking/Network Resource usVooZQ lalk/u
		 .gov → Government ljdkjh laLFkku

		 .jobs → Job lsok,a
		 .com → Commercial okf.kfT;d@O;kolkf;d laxBu

		 .mil → Military lSU; lalk/u
		 .co → Company
		 .info → Informational Organisation lwpuk laxBu
		 .edu → Educational 'kS{kf.kd laLFkku

		 .nic → National Informatics Center
		 ;s lHkh VkWi ysoy Mksesu dgykrs gSA (TLD)
		  ;fn TLD fdlh ns'k dh rjiQ bafxr djs rks Country Domain 

dgykrk gSA
		  Some Country Doamin Names:
		  .in → India	 .nz → New Zealand
		  .au → Australia	 .uk → United Kingdom
		  .fr → France	 .us → United State

Internet Service Provider (ISP)
baVjusV lsok iznkrk (ISP) ,d oaQiuh gS tks xzkgdksa dks baVjusV dk 
mi;ksx iznku djrh gSA bls vDlj ^iznkrk* osQ :i esa lanfHkZr fd;k 
tkrk gSA Mk;y&vi] Mh,l,y] osQcy ekWMse] ok;jysl ;k lefiZr 
gkbZ&LihM baVjdusDV lfgr dbZ rduhdksa dk mi;ksx djosQ MsVk 
izlkfjr fd;k tk ldrk gSA

Hkkjr esa 'kh"kZ Internet Service Provider bl izdkj gSa&
BSNL, MTNL, Reliance Jio, Airtel, Vodafone, Tata 
Teleservices etc.

	� gSFkos (Hathway) ,d Hkkjrh; oaQiuh gSa tks fd osQcy Vsyhfotu] 
czkMcSaM baVjusV vkSj fMftVy Vsyhfotu lsok,¡ iznku djrh gSaA

Internet

ISP

Government

Home Large Corporations Small 
Business

Educational 
Institution

	� baVjusV dh lfoZl nsus okyh lHkh daiuh baVjusV lfoZl izksokbMj gksrh gSA

Parameter Tier 1 ISP Tier 2 ISP Tier 3 ISP

Peering 
Arrangement

Yes Yes No

Transit Sells to tier 2 
ISP

Sells to tier 3 
ISP

Purchases from tier 
1 ISPs focuses on 
delivering internet 
access to locals

Customer Global Regional Home/Office

Level of work Intercontinental 
Level

National 
Level

Local and Regional

Speed & 
Reliability

Faster Speed 
and Higher 
reliability

Slower and 
less reliable 
than tier 1 
ISP

Slower and less 
reliable than tier 2 
ISP

		  Tier 1: AT & T / NTT/Level 3 / Verizon / Singtel
		  Tier 2: Airtel / Jio / Idea / BSNL / Vodafone
		  Tier 3: Spectranet / Hathway / Tikona / Ultranet / 

MTNL

Tier 1 ISP

Tier 2 ISP Tier 2 ISP Tier 2 ISP

Tier 3 ISP

Internet

Tier 3 ISP

Protocols
		  FTP - File Transfer Protocol
		  bldk mi;ksx daI;wVj usVooZQ ij loZj ls DykbaV rd daI;wVj iQkbyksa 

osQ LFkkukarj.k osQ fy, fd;k tkrk gSA ;g DykbaV&loZj ekWMy ij dke 
djrk gSA
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		  SFTP - Secure File Transfer Protocol
		  ;g ,d izksVksdkWy gS tks iQkby VªkaliQj izksVksdkWy dks flD;ksj djrs 

gSA ;s FTP ,d flD;ksj Version gSA
		  HTTP - Hyper Text Transfer Protocol
		  ;g WWW ij MsVk LFkkukarfjr djus osQ fy, mi;ksx fd;k tkus okyk 

izksVksdkWy gSA ;g ,d Communication Protocol gSA
		  HTTPs - Hyper Text Transfer Protocol Secure
		  gkbijVsDLV VªkaliQj izksVksdkWy lqjf{kr] HTTP dk lqjf{kr laLdj.k gS] 

tks ,d osc czkmtj vkSj osclkbV osQ chp MsVk Hkstus osQ fy, mi;ksx 
fd;k tkus okyk izkFkfed izksVksdkWy gSA

		  PPP - Point to Point Protocol
		  PPP dk iz;ksx nks lh/s tqM+s gq, daI;wVlZ osQ chp eYVhizksVksdkWy MsVk 

lapkfjr djus osQ fy, fd;k tkrk gSA

		  PPTP - Point to Point Tunneling Protocol

		  ikWbaV Vw ikWbaV Vufyax izksVksdkWy ,d usVooZQ izksVksdkWy gS ftldk 
mi;ksx lkoZtfud usVooZQ osQ chp ohih,u Vuy cukus osQ fy, fd;k 
tkrk gSA

		  TELNET - Teletype Network Protocol/ 
Telecommunication Network

		  VsyusV ,d mi;ksxdrkZ dks baVjusV ij nwljs daI;wVj vkSj VfeZuyksa rd 
nwjLFk :i ls igqapus esa l{ke cukrk gSA

	� VsyusV dks izFke ISP ekuk tkrk gSA
	� VsyusV vikZusV dk okf.kfT;d laLdj.k gSA
UDP	 - User Datagram Protocol
SNMP	- Simple Network Management Protocol
RLP	 - Real-Time Transport Protocol
L2TP	 - Layer two Tunneling Protocol
DHCP	- Dynamic Host Configuration Protocol
SMTP	- Simple Mail Transfer Protocol
IMAP	 - Internet Message Access Protocol
POP3	 - Post Officer Protocol 3

		  VPN - Virtual Private Network
	� ;g usVooZQ dks flD;wfjVh nsrk gSA
	� lcls igys VPN-1996 esa ekbozQkslkWÝV us cuk;k FkkA
	� blls MkVk pksjh ;k yhd gksus ls cprk gSA
	� VPN gekjs IP ,Mªsl dks Nqikrk gSA ;g baVjusV ls vf/d lqjf{kr 
usVooZQ gSA

Intranet
	� baVªkusV] baVjusV dh rqyuk esa NksVk usVooZQ 
gksrk gSA

	� ;g ,d izkbosV usVooZQ gksrk gSA
	� bldh lgk;rk ls fdlh daiuh osQ deZpkjh 
,d gh tkudkjh izkIr dj ldrs gSa rFkk ml 
tkudkjh dks nwljs dks Hkst ldrs gSA

	� ;g fdlh iQeZ ;k daiuh }kjk lapkfyr 
gksrk gSA

Internet

Internet
Lan 

employees

partners

Public

Extranet Custom
ersSu

pp
lie

rs

Extranet
	� Collection of Intranet
	� ,d ,DlVªkusV okLro esa baVjusV vkSj ,d baVªkusV nksuksa dks tksM+rh gS
	� baVªkusV osQ leku ,d futh usVooZQ gS] ysfdu vkerkSj ij ckgjh ikfVZ;ksa 
osQ fy, [kqyk gksrk gS] tSls fd O;kolkf;d lk>snkj] xzkgd etc.

Internet

Extranet

Intranet

The word

Suppliers, Customers, etc.

The organization

An intranet creates connections 
inside an organization.

An intranet creates connections 
inside an organization.
The internet creates connections 
between computers around the 
world.

Downloading
	� blosQ }kjk dksbZ Hkh bysDVªkWfud midj.k ;k daI;wVj vU; usVooZQ lzksrksa 
ls MsVk izkIr djrk gSA

Uploading
	� viyksfMax] MkmuyksM djus dh izfozQ;k dk foijhr gSA blesa vkiosQ 
daI;wVj ls MsVk dks baVjusV ;k usVooZQ osQ ekè;e ls fdlh vU; daI;wVj 
;k loZj ij Save fd;k tkrk gSA

	� tc ge daI;wVj ;k baVjusV dks dksbZ MsVk nsrs gSa ;k viyksM djrs gSaA
Blog

	� ,slh osclkbV ftlesa ys[kd ;k ys[kdksa osQ vius vuqHko] voyksdu] 
fopkj vkfn gksrs gSa ;k tgk¡ dksbZ O;fDr viuh :fp osQ vk/kj ij 
fdlh Hkh fo"k; ij fu;fer :i ls fy[krk gSA

Chat
	� bldks baLVsaV eSlsftax Hkh dgrs gSaA

	� O;fDr;ksa vkSj yksxksa osQ lewg osQ chp fj;y Vkbe pSV dh lqfo/k 
iznku djrk gSA

	� vkWuykbu okrkZyki] ftlesa vki rqjar ,d&nwljs dks lans'k Hkstus esa 
l{ke gksrs gSaA

	� blosQ }kjk fdlh fo'ks"k O;fDr dks ;k iwjs xzqi dks lwpuk Hksth tkrh gSA

	� Emoji dk vkfo"dkj f'kxsrkdk oqQjhr us fd;k FkkA
	 	 "World Emoji Day - 17 July"
Some companies which provide chat facility:
	 	 1. WhatsApp	 2. Facebook Messenger
	 	 3. Instagram	 4. Internet Relay Chat
	 	 5. Line		  6. Telegram
	 	 7. Emo Chat	 8. Viber
	 	 9. Share Chat	 10. Google talk
	 	 11. We Chat	 12. Slack

Video Conferencing
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	� nks ;k nks ls vf/d yksx ijLij fofM;ks ;k vkWfM;ks izlkj.k osQ ekè;e 
ls ,d lkFk ckrphr dj ldrs gSaA

Some Companies which provide Video Conferencing 
Facility:
		  1.Google Duo 	 2. Skype
	 	 3. Face Time	 4. Google Hangout
	 	 5. Webex meeting	 6. Microsoft Teams
	 	 7. Zoom		  8. Go To Meeting
	 	 9. Adobe Connect

Broadband
	� Broadband vFkZ Wide-Bandwith Data Transmision ls 
gksrk gSA

	� ;g ,d gkbZ&LihM baVjusV dusD'ku gksrk gS ftlesa DSL dk iz;ksx 
fd;k tkrk gSA

	 	 DSL - Digital Subscriber Line
	� ;g baVjusV ls tqM+us osQ fy, VsyhiQksu ykbuksa dk iz;ksx djrk gSA

		  Broadband vkSj Wi-fi esa varj

	� Broadband dh LihM] dusD'ku c<+us ij izHkkfor ugha gksrh gSA
	� Broadband Wi-Fi dh rqyuk esa ,d T;knk Secure dusD'ku 
gksrk gSA

Hotspot
	 	 ;g ,d Specific yksosQ'ku gksrh gS tks WLAN ij dk;Z djrh gSA

Web Browser
	� osc czkmtj ,d ,IyhosQ'ku lkWÝVos;j gS] ftldk iz;ksx baVjusV 
(WWW) esa ekStwn MkVk vkSj buiQkesZ'ku dks ,Dlsl djus osQ fy, 
fd;k tkrk gSA

	� Web Pages dks lpZ djus osQ fy, tks lkWÝVos;j iz;ksx gksrk gS mls 
Web Browser dgrs gSA

	� igyk osc czkmtj World Wide Web dks 1990 esa Tim Berners 
Lee osQ }kjk cuk;k x;k] ftls Next Computer esa pyk;k x;k o 
bldk uke ckn esa cnydj Nexus dj fn;k x;kA

	� igyk xzkfiQDl osc czkmtj (izFke yksdfiz;) & Mosaic 1993
	� Mosaic osc czkmtj dks Marc Andreessen osQ }kjk cuk;k x;k 
FkkA

	� usV~LosQi }kjk ,d eqÝr vksiu lkslZ lkWÝVos;j laLdj.k fodflr fd;k 
x;k Fkk ftls Mozilla dgk tkrk gSA

	� iqjkus usV~LosQi czkmtj dk vkarfjd uke Mozilla FkkA
	� Lynx vc Hkh lkekU; mi;ksx esa vkus okyk lcls iqjkuk osc czkmtj 
gSA

	� osc czkmtj nks izdkj osQ gksrs gSaA
(i) �Text Web Browser - Only Text (Ex. Lynx 1992)

(ii). �Graphical Web Browser - Text + Graphics nksuksa (GUI 
Based)

	 1.	 WWW - 1990
	 2.	 Mosaic - 1993
	 3.	 Net Scape Navigator (13 Oct 1994) Netscape 

Communications Corporation
	 4.	 Opera Mini - 1995 Opera
	 5.	 Internet Explorer (Microsoft Company) - 1995
	 6.	 Mozilla Firefox (2002)/Firefox 1.0 (2004), Firefox Web 

Browser osQ Logo ij Red Fox Nik gqvk gSA
	 7.	 Apple Safari - 7 January 2003
	 8.	 Avant - 30 January 2004
	 9.	 UC Browser (2004)
	 10.	 Tor Browser (2006)
	 11.	 Google Chrome (02 Sep. 2008)
	 12.	 Chromium Google (2008)
	 13.	 Baidu (China 2011)
	 14.	 Microsoft Edge (Default Web Browser of Microsoft 29 

April 2015)
	 15.	 Brave Browser (USA 2016)
	 16.	 Duck Duck Go (2018)
	 17.	 Internet Explorer - IE 11 (Last Release Support End 

15 June 2022)
		  Open Source Web Browsers: Firefox, Chromium, 

Waterfox, Basilisk, Pale Moon, Brave, Tor Browser, 
Vivaldi

Search Engine
		  Search Engine: baVjusV lalk/uksa tSls oscistksa] lekpkj lewgksa]

izksxzkeksa] Nfo;ksa vkfn osQ fo'kky MsVkcsl dks vuqozQfer djosQ lwphc¼ 
djrk gS vkSj oYMZ okbM osc ij tkudkjh [kkstus esa enn djrk gSA

Some Famous Search Engines List
	 1.	 Archie lcls igyk lpZ batu (1990)
	 2.	 Google - 4 Sep. 1998 (By Larry Page and Sergey 

Brin)
	 3.	 Yahoo
	 4.	 Alta Vista
	 5.	 HotBot
	 6.	 Web Crawler
	 7.	 Rediff
	 8.	 Naver
	 9.	 ChaCha
	 10.	 Lycos
	 11.	 Excite (orZeku esa can)
	 12.	 Ask.com
	 13.	 Bing (Default Search Engine of Microsoft Launch 

2009)
	 14.	 Baidu (China)
	 15.	 Dragonfly (Google in China)
	 16.	 AOL.com
	 17.	 Duck Duck Go
	 18.	 MSN
	 19.	 Yandex (Russia)
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Toolbar of Web Browser
	1.	 Forward and Backward Button: ;g cVu orZeku ist ls 

vyxs@fiNys ist ij tkus esa lgk;rk djrk gSA ←  →
	2.	 fjizsQ'k cVu% ;g orZeku osQ ist dks nksckjk yksM djrk gSA 
	3.	 U;w VSc% ,d ls T;knk osclkbV dks ,d lkFk ,Dlsl djus osQ fy, 

gksrk gSA +
	4.	 LVkWi cVu: jhyksM gks jgs ist dks jksdrk gSA (Esc)
	5.	 gkse cVu: ;wtj dks eq[; i`"B ij ysdj tkrk gSA (Home)
		  Ctrl + Tab / Ctrl + Page Down (vxys Tab ij tkus osQ fy,)
		  Ctrl + Shift + Tab / Ctrl + Page Up (fiNys Tab ij tkus osQ 

fy,)
	6.	 Address Bar: ;gk¡ ij ;w-vkj-,y- fn[kkbZ nsrk gSA bls lpZ ckj Hkh 

cksyrs gSaA (Ctrl + L)
	7.	 Status Bar: tks lalk/u ;k ist dks yksM djus dh izxfr n'kkZrh 

gS] o lkFk esa Zoom in vkSj Zoom out cVu Hkh gksrs gSaA
		 Minimum Zoom = 25%
		 By Default Zoom = 100%
		 Maximum Zoom = 500%
	8.	 Download Bar: blesa orZeku esa py jgh MkmuyksM izkslsflax o 

dEIyhV gks pqdh MkmuyksM iQkby dks fn[kkrk gSA (Ctrl + J)
	9.	 View Port: czkmtj esa osc ist 'kks djus osQ fy,  ,d {ks=k gksrk 

gSA ftls O;w iksVZ osQ uke ls tkuk tkrk gSA

	10.	fgLVªh: ftu lkbVksa dks ge foftV fd;s gksrs gSa] vFkkZr~ iwoZ esa 
Visited Websites dh fyLV (Ctrl + H)

	11.	cqdekoZQ: fdlh oscist dks cqdekoZQ djosQ j[kus osQ fy, rkfd ckn 
esa nksckjk ns[kk tk losQA (Ctrl + D)

	12.	Incognito Tab: bldk iz;ksx izkbosV lfp±x osQ fy, fd;k tkrk 
gSA (Ctrl + Shift + N)

Web Browser Shortcut Keys
Shortcut keys fooj.k
Alt+Space Main Menu [kksyus osQ fy,
Alt+Home czkmtj dk gkseist yksM djus osQ fy,
Alt+Enter ,Mªsl ckj osQ fyad dks nwljs ,Mªsl ckj ij 

[kksyus osQ fy, 
Ctrl+H czkmftax fgLVªh ns[kus osQ fy,
Ctrl+S [kqys gq, ist dks lso djus osQ fy,
Ctrl+D czkmtj esa [kqys osclkbV dks cqdekoZQ esa 

tksM+us osQ fy,
Ctrl+P [kqys gq, ist dk fizaV nsus osQ fy,
Ctrl+U osc ist dk Source Code [kksyus osQ 

fy,
Ctrl + Shift
+Delete

czkmftax fgLVªh dks fMyhV djus okyh 
foaMks dks [kksyus osQ fy,

Ctrl+J MkuyksM window [kksyus osQ fy,
Ctrl+F3 ;k Ctrl+F ;k 
Ctrl+Shift+G

osc ist ij lpZ djus osQ fy,

Ctrl+L ;k
Alt+D

,Mªsl ckj dks Select djus osQ fy,

Ctrl+Minus (-) osc ist dks Zoom out djus osQ fy,
Ctrl+Plus (+) osc ist dks Zoom in djus osQ fy,
Ctrl+0 ist dks fMiQkWYV zoom ij lsV djus 

osQ fy,
Ctrl+Shift
+Tab

baVjusV ij fiNys VSc ij tkus osQ fy,

Ctrl+W or 
Ctrl + F4

Active Tab dks can (Close) djus 
osQ fy,

Ctrl+N ubZ czkmtj foaMks [kksyus osQ fy,
Ctrl+T U;w VSc [kksyus osQ fy,
Alt+Right
Arrow (→)

vkWuykbu fofM;ks dks vkxs c<+kus (Next 
Page ij tkus) osQ fy,

Alt+Left
Arrow (←)

vkWuykbu fofM;ks dks ihNs gVkus 
(Previous Page ij tkus ) osQ fy,

F5 ist dks jhyksM djus osQ fy,
Alt+F4 czkmtj foaMks dks can djus osQ fy,
Ctrl+Shift+T xyrh ls can fd, x, VSc dks nksckjk 

[kksyus osQ fy,
Ctrl+9 czkmtj] esa [kqys lHkh VSc esa vafre okys 

VSc ij tkus osQ fy,
Ctrl+Tab/
Ctrl+Page Down

orZeku VSc ls nkb± vksj vxys VSc esa tkus 
osQ fy,

Ctrl+Shift+
Tab / Ctrl + Page Up

orZeku VSc ls ckb± vksj fiNys VSc esa 
tkus osQ fy,

Window key +D czkmtj esa [kqys VSc dks Hide rFkk 
Show djus osQ fy,

F11 iqQy LozQhu eksM ij tkus osQ fy,
Ctrl+Shift+N Incognito Tab [kksyus osQ fy,
Home osc ist osQ lcls mQij tkus osQ fy,
End osc ist osQ var esa tkus osQ fy,
Esc To stop loading
Ctrl+F [kqys gq, ist esa lpZ djus osQ fy,
Ctrl+Number (0,1,2,3...) mlh uacj dh VSc ij tkus osQ fy,
F12 Developer Tool [kksyus osQ fy,

Social Networking Websites
		  Facebook	 Snapchat
		  WhatsApp	 Tik Tok
		  Telegram	 Pinterest
		  Instagram	 Skype
		  Twitter	 Reddit
		  You Tube	 WeChat
Meta
		 Meta 'kCn dk vaxzsth vFkZ – Beyond
		 Meta 'kCn dk fganh vFkZ & ftldk dksbZ var uk gks
		 Owner & CEO & Mark Zuckerberg
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Meta Company Products
		  Facebook	 Instagram
		  Messenger	 Threads
		  WhatsApp	 Meta Quest
Facebook
		  Founder & CEO – Mark Zuckerberg
		  Year – 2004
Facebook Messenger
		  Year – August 2011
		  Owner Company – Meta (Facebook)
Instagram
		  Founder – Kevin Systrom
		  CEO – Adam Mosseri
		  Year – Octorber 2010
		  Owner Company – Meta (Facebook)
Threads
		  Co-founder & CEO – Rousseau Kazi
		  Owner Company – Meta
		  Year : 2023
WhatsApp
		  Founder – Brian Acton and Jan Koum
		  CEO – Jan Koum
		  Year – February 2009
		  Owner Company – Meta (Facebook)
Twitter
		  Founder – Jack Dorsey, Biz Stone, Evan Williams, 

Noah Glass
		  CEO – Linda Yaccarino
		  Year – 2006
		  Chairman – Elon Musk
Telegram
		  Founder – Nikolai and Pavel Durov
		  CEO – Pavel Durov
		  Year – 2013
YouTube
		  Founder – Steve Chen, Chad Hurley, Jawed Karim
		  CEO – Neal Mohan
		  Year – 2005
		  Owned by – Google
Linkdin
		  Founder – Reid Hoffman, Eric Ly
		  CEO – Ryan Roslansky
		  Year – 2003
Snapchat
		  Founder – Evan Spiegel, Bobby Murphy, Reggie 

Brown
		  CEO – Evan Spiegel
		  Year – 2011
CHAT GPT
		  Chat Generative Pre – Trained Transformer

		  Chat GPT Developed by Open AI
		  Open AI CEO – Sam Altman
		  Launched – 30 Nov. 2022
Networking Model
		 ,d usVodZ MsVk ekWMy] MsVk dk ,d çfrfuf/Ro gS tks fofHkUu 

laLFkkvksa osQ chp dusD'ku vkSj baVjSD'ku dks LFkkfir djrk gSA 
usVofd±x ekWMy fn'kkfunZs'kksa vkSj ekudksa dk ,d lsV gS tks ifjHkkf"kr 
djrk gS fd usVodZ ij MkVk oSQls çlkfjr vkSj çkIr fd;k tkrk gS] 
bls usVofd±x vkfdZVsDpj ;k usVofd±x CywfçaV osQ :i esa Hkh tkuk 
tkrk gSA

TCP/IP ekWMy esa] izeq[k izksVksdkWy gS&

		  TCP (Transmission Control Protocol): ;g çksVksdkWy 
MsVk osQ iSosQV~l dks fof'k"V Øe esa Hkstus vkSj çkIr djus osQ fy, 
ftEesnkj gSA Data Hkstus vkSj izkIr djus osQ rjhosQ dks fu/kZfjr djrh 
gSA

		  IP (Internet Protocol)% ;g çksVksdkWy usVodZ osQ fy, MsVk 
osQ iSosQV~l dks lgh :V ls xUrO; rd igq¡pus osQ fy, ftEesnkj gSA 
;g iSosQV dks lgh usVodZ ,Mªsl (IP address) ij igq¡pkrk gSA

	� baVjusV osQ fy, TCP/IP izksVksdkWy dk bLrseky gksrk gSA

		 TCP - Transmission Control Protocol
		 IP - Internet Protocol

	� TCP fdlh Hkh bUiQkWesZ'ku dks NksVs&NksVs iSosQV~l esa rksM+rk gS blosQ 
ckn IP, bUiQkWesZ'ku dks fjlhoj rd Hkstrk gSA

	� TCP/IP dk iz;ksx ge Real Environment esa iz;ksx djrs gSaA

	� TCP/IP World Wide Web dk ,d izksVksdkWy gS] ftls ge baVjusV 
dgrs gSaA

	� TCP/IP dks 1970 rFkk 1980 osQ n'kd esa U.S. Department of 
Defense (DOD) us fodflr fd;k FkkA

	� TCP/IP dks 1970 osQ n'kd esa fodflr fd;k x;k vkSj 1983 esa 
ARPANET osQ fy, izksVksdkWy ekud osQ :i esa viuk;k x;kA

	� TCP/IP ,d izSfDVdy ekWMy gS ftldk mi;ksx baVjusV esa fd;k 
tkrk gSA

	� TCP/IP ekWMy dk mi;ksx vleku usVooZQ osQ chp dE;qfuosQ'ku 
djkus osQ fy, fd;k tkrk gSA

	� TCP/IP Protocol dk dk;Z MkVk dks NksVs&NksVs iSosQV~l@Hkkxksa@
lsXesaV~l@ esa ckaVus dk gksrk gS vkSj IP dk dk;Z bu MkVk iSosQV dks 
usVooZQ esa lkslZ ls MsfLVus'ku rd igq¡pkus dk gksrk gSA

OSI Model TCP/IP Model

Application Layer 

Application Layer Presentation Layer 

Session Layer 

Transport Layer Transport Layer 

Internet Layer Network Layer 

Network Access 
Layer 

Data Link Layer 

Physical Layer
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	� usVooZQ ,Dlsl ys;j dks fyad ys;j osQ uke ls Hkh tkuk tkrk gSA
	� VªkaliksVZ ys;j dks Host to Host Layer osQ uke ls Hkh tkuk tkrk gSA
	� VªkaliksVZ ys;j dks izkslsl Vw izkslsl ys;j osQ uke ls Hkh tkuk tkrk gSA
	� UDP, IP dusD'ku jfgr izksVksdkWy gSA
	� OSI Model esa nks ijrsa tks TCP/IP Model esa ekStwn ugha gS& 
Session Layer & Presentation Layer.

	� ;g ekWMy pkj&ys;j dk gksrk gS] ftlesa fuEufyf[kr ys;lZ gksrh gS%
	1.	 baVjusV ys;j (Internet Layer): ;g ys;j IP izksVksdkWy dk 

mi;ksx djrh gS vkSj usVooZQ ij MsVk dks ;krk;kr djus osQ fy, 
ftEesnkj gS@ tks MsVk iSSosQV dks lgh usVooZQ ij igq¡pus osQ fy, 
ftEesnkj gksrk gSA

	2.	VªkaliksVZ ys;j (Transport Layer): ;g ys;j TCP vkSj UDP 
(User Datagram Protocol) çksVksdkWy dk mi;ksx djrh gS vkSj 
,aM&Vw&,aM dusD'ku LFkkfir djrh gS vkSj fof'k"V dusD'ku osQ fy, 
MsVk fu;af=kr djrh gSA

	3.	,IyhosQ'ku ys;j (Application Layer): blesa çksVksdkWYl 
tSls HTTP (Hyper Text Transfer Protocol)] FTP (File 
Transfer Protocol)] SMTP (Simple Mail Transfer 
Protocol) vkSj DNS (Domain Name System) 'kkfey gksrs gSaA

	4.	 usVooZQ baVjisQl ys;j (Network Interface Layer): blesa 
gkMZos;j izksVksdkWYl tSls Ethernet, Wi-Fi, vkSj osQcy izksVksdkWYl 
'kkfey gksrs gSa tks fiQftdy usVooZQ ij MsVk dks izsf"kr vkSj izkIr djus 
osQ fy, ftEesnkj gksrs gSA

PORT NUMBER
		  daI;wVj usVofo±Qx esa] iksVZ uacj ,d izksVksdkWy Lrj dk vkarfjd fgLlk 

gS tks baVjusV vkSj usVooZQ dE;qfuosQ'ku dks lapkfyr djus esa egRoiw.kZ 
Hkwfedk fuHkkrk gSA iksVZ uacj ,d usVooZQ iSosQV osQ gsMj esa ,d NksVk 
lk uacj gksrk gS tks ,d LisflfiQd ,sfIyosQ'ku ;k lsok dks mu usVooZQ 
ls dusDV djus osQ fy, igpkuus esa enn djrk gSA izR;sd iksVZ uacj 
,d fo'ks"k izksVksdkWy ;k lsok osQ fy, lefiZr gksrk gSA

		 iksVZ uacj dk mi;ksx daI;wVj usVofo±Qx esa lans'k Hkstus okys vkSj 
izkIrdrkZ dh igpku djus osQ fy, fd;k tkrk gSA

		 Port deal in = 4th layer in OSI Model = Transport Layer
		 Each host can have = 65535 ports per IP Address
	1.	 Port 21 (FTP): ;g iksVZ uacj File Transfer Protocol  

(FTP) osQ fy, mi;ksx fd;k tkrk gS] ftlls iQkbyksa dks usVooZQ osQ 
chp LFkkukarfjr fd;k tk ldrk gSA

	2.	 Port 22 (SSH): ;g iksVZ uacj Secure Shell (SSH) osQ fy, 
mi;ksx fd;k tkrk gS] tks fjeksV ,Dlsl osQ fy, ,d lqjf{kr izksVksdkWy 
gSA

	3.	 Port 25 (SMTP): ;g iksVZ uacj bZesy lapkj osQ fy, Simple 
Mail Transfer Protocol (SMTP) dk mi;ksx djrk gSA ;g bZesy 
loZjksa osQ chp lapkj osQ fy, mi;ksx gksrk gSA

	4.	 Port 53 (DNS): ;g iksVZ uacj Domain Name System 
(DNS) osQ fy, mi;ksx fd;k tkrk gS] tks Mksesu ukeksa dks IP 
Address esa :ikarfjr djus osQ fy, mi;ksxh gksrk gSA

	5.	 Port 80 (HTTP): gkbij VsDLV VªkaliQj izksVksdkWy (HTTP) 
dusD'ku osQ fy, fMiQkWYV :i ls HTTP izksVksdkWy esa iksVZ 80 dk 
bLrseky fd;k tkrk gSA

	6.	 Port 443 (HTTPs): ;g iksVZ uacj ,d ,fUozQIVsM vkSj lqjf{kr 
HTTPS (Hyper Text Transfer Protocol Secure) dusD'ku 
osQ fy, mi;ksx fd;k tkrk gSA ;g ,d opqZvy iksVZ gS ftldk 
bLrseky daI;wVj usVooZQ VªSfiQd dks Mk;oVZ djus osQ fy, fd;k tkrk 
gSA

Port Number
FTP 21 File Transfer Protocol
SSH 22 Secure Shell
Telnet 23 The Telnet Service
SMTP 25 Simple Mail Transfer Protocol
DNS 53 Domain Name System
HTTP 80 Hyper-Text Transfer Protocol
Kerberos 88 Kerberos Network 

Authentication System
POP2 109 Post Office Protocol Version 2
POP3 110 Post Office Protocol Version 3
NTP 123 Network Time Protocol
NetBIOS-NS 137 NetBIOS Name Service
NetBIOS-DGM 138 NetBIOS Datagram Service
NetBIOS-SSN 139 NetBIOS Session Service
IMAP 143 Internet Message Access 

Protocol
SNMP 161 Simple Network Management 

Protocol
MySQL 3306 MySQL Database Service
IMAPv3 220 Internet Message Access 

Protocol Version 3
HTTPS 443 Secure Hyper-Text Transfer 

Protocol
Kerberos-DS 445 Server Message Block (SMB)
SOCKS 1080 SOCKS Network Application 

Proxy Services
NFS 2049 Network File System

Network IEEE Standard
		  IEEE dk iwjk uke Institute of Electrical and Electronics 

Engineers gSA ;g U;w tlhZ ;wukbVsM LVsV dk ,d organization 
gS ftldh 'kq:vkr 1 tuojh 1963 dks gqvk FkkA ;g cgqr lkjsa 
VsfDudy çksiQsluy dk xzqi gS tks fofHkUu ,MokaLM VsDuksykWth osQ mij 
dk;Z djrs gSA

	� IEEE Standard eq[; :i ls lHkh VsDuksykWth osQ fodkl vkSj 
çpkj osQ fy, jsLiksalhcy gSA

	� bl LVS.MMZ dks rS;kj djus esa daiuh lfefr cukbZ tkrh gS] ftlesa ml 
{ks=k osQ VsfDudy ,DliVZ 'kkfey gksrs gSaA
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IP Address
	� baVjusV ls tqM+s çR;sd daI;wVj dks ,d vkbZih irs dh vko';drk 
gksrh gSA

	� IP Address- çR;sd daI;wVj dk IP Address vyx gksrk gS] tks 
,d usVodZ ls tqM+s gksrs gSaA

	� IP Address pkj vkWDVsV (IPv4) esa caVs jgrs gSaA ftUgsa 3 n'keyo 
fpUg ls foHkkftr fd;k tkrk gSA

	� izR;sd vkWDVsV esa 0-255 rd dh la[;k fy•h tkrh gSA
	� fdlh Hkh IP Address esa nks Hkkx gksrs gSaA

		
172.135.12.7

Network ID Host ID
		  IPV4-32 bits = 4 Byte = 8 Nibble
		  IPV6-128 bits = 16 Byte = 32 Nibble

	� IPv6 vkB Hkkxksa esa caVs jgrs gSaA ftUgsa 7 (:) osQ }kjk vyx fd;k 
tkrk gSA

		 IP Address dks Vint Cerf and Bob Kahn osQ }kjk 1974 
esa fodflr fd;k x;k FkkA] ftls IANA (Internet Assigned 
Numbers Authority) osQ }kjk eSust fd;k tkrk gSA o Hkkjr esa 
IP ,Mªsl dks Assigned] APNIC (Asia Pacific Network 
Information Center) osQ }kjk fd;k tkrk gSA

		 IPv4 – Internet Protocol Version 4 Developed By 
DARPA

		  DARPA – Defense Advanced Research Projects Agency
		  IPv6 – Internet Protocol Version 6 Developed By IETF
		  IETF – Internet Engineering Task Force
		  IP Address dks •kstus osQ fy, RARP çksVksdkWy dk ç;ksx fd;k 

tkrk gSA
		  RARP – Reverse Address Resolution Protocol

MAC Address- Media Access Control Address
		  MAC ,Mªsl (ehfM;k ,Dlsl daVªksy ,Mªsl) ,d 12&vadh; 

gsDlkMsfley la[;k gS] tks usVodZ ls tqM+s çR;sd fMokbl dks 
lkSaih tkrh gSA eq[; :i ls fMokbl fuekZ.k osQ nkSjku ,d fof'k"V 
igpkudrkZ osQ :i esa fufnZ"V] eSd irk vDlj fMokbl osQ usVodZ 
baVjiQsl dkMZ (,uvkbZlh) ij ik;k tkrk gSA fdlh fMokbl dk irk 
yxkus dk ç;kl djrs le; ;k usVodZ fMokbl ij Mk;XuksfLVDl 
fu"ikfnr djrs le; ,d eSd irs dh vko';drk gksrh gSA

		 eSd irk vksiu flLVe baVjdusD'ku (vks,lvkbZ) ekWMy osQ MsVk fyad 
ijr ls lacaf/r gS] tks uksM&Vw&uksM lapkj lqfuf'pr djus osQ fy, 
çR;sd MsVk Úse osQ gsMj esa lzksr vkSj xarO; osQ eSd irs dks lekfgr 
djrk gSA

		 eSd irk ,d ijekuasV irk gksrk] bls fiQftdy ,Mªsl osQ uke ls Hkh 
tkuk tkrk gSA

		 MAC Address dk nwljk uke Ethernet Address Hkh gksrk gSA
		 MAC Address dks Burn in Address Hkh dgrs gSA
		 eSd ,Mªsl Manufacturing osQ le; Manufacturer }kjk usVooZQ 

esa dusDV fMokbl dks Assign fd;k tkrk gSA
		 ,d eSd ,Mªsl 48 fcV ;k 6 ckbV ;k 12 fufcy dk gksrk gSA
		  MAC Address Developed by Xerox PARC
		  ARP Protocol is Used to Find MAC Address.

		 MAC ,Mªsl dks <wa<us osQ fy, ARP Protocol dk ç;ksx fd;k tkrk 
gSA

		 ARP - Address Resolution Protocol

MAC Address IP Address

ehfM;k ,Dlsl daVªksy ,Mªsl dks 
la{ksi esa eSd ,Mªsl dgk tkrk gSA

laf{kIr uke vkbZih baVjusV çksVksdkWy 
,Mªsl dks lanfHkZr djrk gSA

MAC ,Mªsl ,d gsDlkMsfley 
,Mªsl ftlesa Ng ckbV~l gksrs gSaA

IP irs esa lksyg ckbV~l (IPv6) ;k 
pkj ckbV~l (IPv4) gksrs gSaA

eSd irs okyk ,d midj.k ,vkjih 
çksVksdkWy osQ ekè;e ls iquçkZIr 
djus esa l{ke gSA

vkj,vkjih çksVksdkWy ,d fMokbl 
dks vkbZih irs osQ lkFk tkudkjh 
iqu% çkIr djus esa l{ke cukrk gSA

,d MAC irk gkMZos;j dh vksj 
mUeq• gksrk gS eSd ,Mªsl daI;wVj 
osQ HkkSfrd irs dh iqf"V djrk gSA

vkbZih ,Mªsl lkWÝVos;j dh vksj 
mUeq• gS fdlh daI;wVj dk IP irk 
mlosQ rkfoZQd LFkku dk çfrfuf/
Ro djrk gSA

,uvkbZlh dkMZ dk fuekZrk eSd 
,Mªsl dh vkiwfrZ djrk gSA

baVjusV lsok çnkrk vkbZih irk çnku 
djrk gSA

eSd ,Mªsl fMokbl igpku dh 
lqfo/k çnku djrk gSA

vkbZih ,Mªsl fMokbl osQ usVodZ 
dusD'ku dh igpku djus dk dke 
djrk gSA

eSd ,Mªsl MsVk Vªkalfe'ku osQ Lrj 
ij dk;Z djrk gSA

vkbZih ,Mªsl ,d usVodZ ys;j 
çksVksdkWy gSA

eSd irs] vkbZih irs dh fparkvksa dks 
gy djus esa lgk;rk djrs gSaA

eSd irs dh leL;kvksa dks vkbZih 
irs ls dHkh Hkh gy ugha fd;k tk 
ldrk gSA

,d daI;wVj dk MAC irk 
le; vkSj okrkoj.k osQ laca/ esa 
vifjorZuh; gSA

vkbZih ,Mªsl le; vkSj okrkoj.k 
osQ vk/kj ij ifjorZu osQ v/hu gSA

MAC irk nks gsDlkMsfley vadks 
osQ Ng lewgksa ls cuk gS] ftuesa ls 
çR;sd dks dksyu ;k gkbiQu (&) 
}kjk vyx fd;k gSA

IPv6 gsDlkMsfley uksVs'ku esa 
n'kkZ, x, 128&fcV irs dks 
fu;ksftr djrk gS] tcfd IPv4 
fcanhnkj uksVs'ku esa ,UdksM fd, x, 
32&fcV irs dks fu;ksftr djrk gSA

lapkj osQ nkSjku MsVk vxzsf"kr djus 
osQ fy, fLop dks eSd irs dh 
vko';drk gksrh gS

lapkj osQ nkSjku MsVk vxzsf"kr djus 
osQ fy,] jkmVj dks ,d vkbZih irs 
dh vko';drk gksrh gS

MAC Card Mention in NIC 
Card
NIC-Network Interface 
Card

Found On Google What's 
MY IP

MAC Address Command-
get mac

IP Address Command - 
ipconfig

MAC Address dks Physical 
Address, Hardware 
Address, Eathernet 
Address, Burned in Address 
Hkh dgk tkrk gSA

IP Address dks ykWftdy ,Mªsl 
Hkh dgk tkrk gSA
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bZ&dkWelZ
ge lc tkus vutkus esa bZ&dkWelZ dk vf/drj mi;ksx dj jgs gSa] 
baVjusV osQ mi;ksx ls iQhl tek djuk] fVdV cqd djuk] isVh,e ;k 
iQksu is lqfo/k dk mi;ksx djosQ isesaV djuk] ;k •kus&ihus dh oLrq,a 
vkWuykbu vkWMZj djuk lHkh 'kkfey gSA 
baVjusV osQ mi;ksx ls ,d u, rjg dk T;knk çHkkoh vkSj ,d vf/d 
oqQ'ky cktkj cukus esa enn feyh gSA O;olk; vc vius vfLrRo osQ 
fy, vius LFkkuh; xzkgd ;k okrkoj.k ij fuHkZj ugha gS vc nqfu;k Hkj 
esa blosQ lkeku vkSj lsokvksa osQ xzkgd gks ldrs gSaA NksVs cM+s] LFkkuh; 
;k varjk"Vªh; O;olk; vkt baVjusV dk mi;ksx dj jgs gSa vkSj viuh 
igq¡p c<+k jgs gSaA dksbZ Hkh O;kolkf;d xfrfof/ tks baVjusV osQ ekè;e 
ls dh tkrh gS bZ dkWelZ gSA 
rduhdh rkSj ij vxj dgk tk;s rks mRikn (fdrkcsa] bysDVªkWfuDl 
oLrq,a)] lsok,a (iQkWeZ Hkjuk] VSDlh cqd djuk)] /u (fcy tek djuk] 
isVh,e (Paytm)) ;k MkVk ,l,e,l (Sms)] bZ iqLrdky; dk 
mi;ksx baVjusV ;k bysDVªkWfud ekè;e ls vknku çnku gh bZ&dkWelZ gSA 
bZ&dkWelZ esa xzkgd osQ ikl vius ilan vkSj lqfo/k ls oLrq,a ns•uk] 
ilan djuk] cspuk vkSj lqfo/kvksa dk mi;ksx csgn vklku gks x;k gSA

bZ&dkWelZ osQ izdkj
	 1.	 fctusl Vw fctusl (B2B) tc O;kikj nks O;olk; osQ chp gks 

vFkkZr lkeku cspus okyk vkSj •jhnus okyk nksuksa gh O;olk;h gksA 
blesa vafre miHkksDrk vFkkZr xzkgd lfEefyr ugha gksrkA 

		  mnkgj.k& ,d lkWÝVos;j cukus okyh daiuh fdlh vU; O;kikjh dks 
mlosQ mi;ksx osQ fy, lkWÝVos;j cuk dj ns blesa nksuksa gh O;olk;h 
gSa] lkWÝVos;j cspus okyk vkSj mls ysus ;k •jhnus okyk] uk dh dksbZ 
O;fDr xzkgd gSA 

	 2.	 fctusl Vw daT;wej (B2C)- ;g baVjusV ij dkWelZ vFkkZr O;kikj 
dk •qnjk :i gSA tc O;kikjh oLrq ;k lsok,a O;fDrxr miHkksDrk 
(xzkgd) dks igqapk nsa] xzkgd O;olk; dh osclkbV osQ ekè;e 
ls O;olk;h rd igqaps] vko';d oLrq dks mlosQ fp=k fooj.k 
rFkk vU; yksxksa dh jk; i<+dj eaxok, rFkk O;olk;h lh/s lkeku 
miHkksDrk dks mlosQ ?kj ;k crk, LFkku ij gh miyC/ djok,aA 

		  mnkgj.k& fÝyidkVZ] vestu] bZcs] LusiMhy] bafM;kekVZ] fCyafdV ] 
tksesVks] vkfn 

	 3.	 daT;wej Vw daT;wej (C2C)- blesa daT;wej (xzkgd) Lo;a gh 
lkeku] lsok,a vU; xzkgd rd igqapk ns] ftuosQ chp esa dksbZ daiuh 
ugha gksrh gSA bl rjg osQ O;kikj esa O;fDr Lo;a viuk lkeku vU; 
O;fDr;ksa dks csp ;k •jhn ldrk gSA ;g lkekU;r% ,d rhljs 
O;fDr ;k ikVhZ osQ ekè;e ls fd, tkus okyk ekWMy gSA ;gka rhljk 
O;fDr ;k ikVhZ ,slk vkWuykbu ekè;e miyC/ djkrs gSa] ftlosQ }kjk 
daT;wej vkSj daT;wej osQ eè; ysu nsu gksrk gSA lkekU;r% bl ekWMy 
esa mi;ksx dh xbZ oLrq,a tSls dkj] ckbd] iQuhZpj] eksckby] ySiVkWi 
vkfn dks  csp vkSj •jhn dh tkrh gSA

		  mnkgj.k& bcs (eBay)] vks,y,Dl (OLX) vkfnA 

	 4.	 daT;wej Vw fctusl (C2B)- ;g B2C osQ fcYoqQy foijhr dk;Z 
djus okyk ekWMy gSA blesa miHkksDrk O;olk;h@O;kikjh dks lkeku ;k 
lsok,a çnku djkrk gSA ,sls vkWuykbu IysViQkWeZ gS ftu ij O;fDr vius 
dke ;k lsok,a fdlh fuf'pr O;olk; osQ fy, miyC/ djkrs gSaA 

		  mnkgj.k Lora=k :i ls dke djus okys Úhykalj ;g vkbZVh daI;wVj 
xzkfiQDl vkfn osQ çksiQs'kuy gks ldrs gSa] tks viuk mRikn cukdj 
vkWuykbu ekè;eksa }kjk ftl O;olk; dks mldh vko';drk gks 
miyC/ djkrs gSaA 

bZ&dkWelZ osQ ykHk

	 1.	 oSf'od igqap 	 2.	 dher esa deh 
	 3.	 vklku igqap 	 4.	fcØh esa c<+ksrjh 
	 5.	 lqfo/k,a 	 6.	csgrj laidZ 
	 7.	 gj le; miyC/rk (24×7)
bZ&dkWelZ dh lhek,a

	 1.	 lhfer xzkgd 
	 2.	 mRikn dks Li'kZ u dj ikuk 
	 3.	 lqj{kk bZ&dkWelZ dh ,d pqukSrh 
	 4.	 vU; dbZ ckj vkWMZj dh iwfrZ osQ le; oqQN xM+cM+h 

bZ&dkWelZ osQ çHkko

O;kikj dks lapkfyr djus esa bZ&dkWelZ dk dkiQh çHkko iM+k gSA blus 
xzkgdksa] cktkjksa] O;kikj ekWMy osQ lkFk&lkFk lekt dks Hkh çHkkfor 
fd;k gSA 

laxBuksa ij çHkko

	� bZ&dkWelZ dk mi;ksx djosQ] laxBu U;wure iwath fuos'k osQ lkFk vius 
cktkj dk foLrkj jk"Vªh; vkSj varjkZ"Vªh; cktkjksa esa dj ldrs gSaA

	� bZ&dkWelZ isij osQ dke dks de djrk gSA 
	� bZ&dkWelZ osQ lkFk] laxBu gj LFkku ij HkkSfrd LVksj LFkkfir djus dh 
vko';drk osQ fcuk fo'o Lrj ij çfrLi/kZ dj ldrk gSA 

	� bZ&dkWelZ O;olk; çfØ;kvksa dks ljy cukus esa enn djrk gS vkSj mUgsa 
rst vkSj oqQ'ky cukrk gSA 

xzkgdksa ij çHkko

	� bZ&dkWelZ osQ lkFk xzkgd] mRiknksa vkSj lsokvksa dh ,d foLr`r J`a•yk 
dk mi;ksx djus esa l{ke gS ftlls xzkgd nqfu;k esa dgha ls Hkh mRikn 
pqu ldrs gSaA 

	� xzkgd ?kj] dk;kZy; ;k ;gka rd fd ;k=kk djrs le; dHkh Hkh vkSj 
fdlh Hkh LFkku ls mRiknksa osQ fy, vkWMZj ns ldrs gSa] xzkgdksa dks 
fiQftdy LVksj tkus dh t:jr ugha gSA 

	� bZ&dkWelZ vklkuh ls miyC/ tkudkjh çnku djrk gSA vkWuykbu 
'kkWfiax esa p;u vkSj Hkqxrku dh çfØ;k cgqr de le; ysrh gSA 

	� ,d xzkgd fdlh mRikn osQ ckjs esa leh{kk ;k fVIif.k;ka dj ldrk 
gS vkSj vafre •jhnkjh djus ls igys vU; xzkgdksa dh leh{kk ;k 
fVIif.k;ka ns• ldrk gSA 

	� bZ&dkWelZ laxBuksa osQ chp çfrLi/kZ c<+krk gS vkSj laxBu xzkgdksa dks 
fof'k"V NwV çnku djrs gSaA

lekt ij çHkko

	� xzkgdksa dks fdlh mRikn dh •jhnkjh osQ fy, cktkj tkus dh t:jr 
ugha gS] bl çdkj lM+d ij de ;krk;kr vkSj de ok;q çnw"k.k gksxkA

	� bZ&dkWelZ ljdkj dks lkoZtfud lsokvksa tSls LokLF; lsok] f'k{kk] 
lkekftd lsokvksa dks de dher ij vkSj csgrj rjhosQ ls forfjr 
djus esa enn djrk gSA 
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	� bZ&dkWelZ osQ }kjk xzkeh.k {ks=kksa esa lsokvksa vkSj mRiknksa rd igqapk;k tk 
ldrk gS] tks muosQ fy, miyC/ ugha gSaA

oLrq,¡ lsok,¡

Hkqxrku dh fof/

fMftVy@xSj&udn

bZ&cSafoaQx

MsfcV dkMZ

MsfcV dkMZ

ozsQfMV dkMZ

ozsQfMV dkMZ

udn

ysu&nsu

IykfLVd dkMZ

bZ&cSafoaQx ;w-,l-,l-Mh

IokbaV vkWiQ lsy ,-bZ-ih-,l ;w-ih-vkbZ- Hkhelw{e
,-Vh-,e-

eksckby 
okWysV

izhisM 
dkMZ

ysu&nsu osQ izdkj

bysDVªkWfud isesaV flLVe
bZ&dkWelZ lkbV bysDVªkWfud Hkqxrku dk mi;ksx djrh gSa] tc vki 
lkeku vkSj lsok,¡ vkWuykbu •jhnrs gSa] rks vki bysDVªkWfud ekè;e dk 
mi;ksx djosQ mudk Hkqxrku dj ldrs gSaA ftlls xzkgd osQ vdkmaV 
ls #i, foØsrk osQ vdkmaV esa VªkaliQj gks tkrs gSaA ftls psd ;k udnh 
osQ mi;ksx osQ fcuk bysDVªkWfud ekè;e ls Hkqxrku osQ bl rjhosQ dks 
bZ&dkWelZ Hkqxrku ç.kkyh ;k vkWuykbu ;k bysDVªkWfud Hkqxrku ç.kkfy;ksa 
osQ :i esa Hkh tkuk tkrk gSA 

vkj-Vh-th-,l (RTGS) 
Real Time Gross Settlement (RTGS) ,d cSad ls nwljs cSad 
esa /u dks VªkaliQj djus dk ,d bysDVªkWfud ekè;e gS] ftlesa /u 
dk VªkaliQj rqjar gks tkrk gS] ftls fj;y Vkbe (Real Time) dgk 
tkrk gSA blesa tSls gh ykHkkFkhZ xzkgd dh tkudkjh lgh&lgh Hkj 
dj iQaM VªkaliQj djrs gSa rks rqjar gh og iQaM VªkaliQj gksdj ykHkkFkhZ 
(csfufiQf'k;jh) xzkgd osQ vdkmUV esa Hkst (ØsfMV) fn;k tkrk gSA 
blesa yxHkx 30 fefuV osQ vanj ysu&nsu (VªkatSD'ku) daIyhV gks 
tkrk gSA ;g vkerkSj ij ns'kksa osQ osQaæh; cSadksa }kjk lapkfyr gksrk gSA 
vkj-Vh-th-,l osQ }kjk vki de ls de 2]00]000 :i, rd VªkaliQj 
dj ldrs gSaA vf/dre :i, dh dksbZ fyfeV ugha gS 

,u-bZ-,iQ-Vh (NEFT)
National Electronic Fund Transfer (NEFT)  esa iSls dk 
VªkaliQj vkjVhth,l dh rjg fj;y Vkbe esa uk gksdj çfr ?kaVk vk/kj 
(vkojyh csfll) ij gksrk gSA ,u-bZ-,iQ-Vh osQ ekè;e ls iQaM VªkaliQj 
djus ij 0 ls 120 feuV rd dk le; yx ldrk gSA ,u-bZ-,iQ-Vh 
dh çfØ;k vkjVhth,l osQ eqdkcys /heh gSA

lkekU;r% ,u-bZ-,iQ-Vh dk ç;ksx NksVs jde dks VªkaliQj djus osQ fy, 
fd;k tkrk gSA ;fn vkidks ,d ,sls cSad czkap ls vekmaV VªkaliQj 
djuk gksrk gS] ftlesa vkidk cSad vdkmaV ugha gksrk] rks bl rjg 
osQ cSad czkap osQ ekè;e ls vki ,d ckj esa vf/dre 50000 :i, 
vekmaV rd dk gh ,u-bZ-,iQ-Vh dj ldrs gSaA

vkbZ-,e-ih-,l- (IMPS)
Immediate Payment Service (IMPS) ,d ,slh cSafdax Hkqxrku 
lsok gS] ftlls vki fj;y Vkbe esa iSlksa dks ,d •krs ls nwljs •krs 
esa Hkst ldrs gSA vkbZ-,e-ih-,l- osQ ekè;e ls fdlh Hkh O;fDr dks 
dHkh Hkh rRdky iSls Hksts tk ldrs gSA vkbZ-,e-ih-,l- osQ ekè;e ls 
24 ?kaVs vkSj cSad gkWfyMs esa Hkh iSls VªkaliQj dj ldrs gS 

isesaV xsVos 

isesaV dh iwjh çfØ;k dks gksus esa nks ls rhu lsosaQM dk le; yxrk gSA 
O;kikjh osQ cSad vdkmaV esa vkiosQ }kjk nh xbZ isesaV ,d&nks fnu esa 
ØsfMV gks tkrh gS Hkkjr esa miyC/ oqQN isesaV xsVos daiuh &

	 1.	 CCAvenue 	 2.	 PayPal 
	 3.	 Instamojo 	 4.	 Paytm 
	 5.	 PayU Money	 6.	MsfcV dkMZ 

	 7.	 ØsfMV dkMZ 

8- baVjusV cSafdax
baVjusV cSafdax dk bLrseky baVjusV }kjk cSad ls VªkatSD'ku osQ fy, fd;k 
tkrk gSA baVjusV cSafdax (Internet Banking) dks usV cSafdax (Net 
Banking)] vkWuykbu cSafdax (Online Banking)] osc cSafdax 
(Web Banking)] opZqvy cSafdax (Virtual Banking)] bZ&cSafdax 
(E-Banking) osQ uke ls Hkh tkuk tkrk gSA

eksckby okWysV

•jhnkjh djus osQ fy, vius HkkSfrd IykfLVd dkMZ dk mi;ksx djus 
osQ ctk;] vki vius LekVZiQksu] VScysV ;k LekVZokWp dk mi;ksx djosQ 
Hkh Hkqxrku dj ldrs gSaA eksckby okWysV eksckby esa •ksys tkus okys 
cSad •krs osQ leku gSA blesa iSls fMftVy euh dh rjg LVksj fd, 
tkrs gSA 

		  mnkgj.k& Paytm, MobiKwik, Oxigen Wallet, ItzCash, 
Freecharge vkfn gSA

;wihvkbZ (UPI)

;wuhiQkbM isesaV baVjiQsl (Unified Payment Interface) iSls 
Hkstus dk ,d flLVe gSA ;g ,d LekVZiQksu ,fIyosQ'ku gS tks 
mi;ksxdrkZvksa dks cSad •krksa osQ chp /u gLrkarfjr djus dh vuqefr 
nsrk gSA ;wuhiQkbM isesaV baVjiQsl flLVe eksckby uacj ij vk/kfjr 
gSA vktdy lHkh cSad xzkgdksa ls mudk eksckby uacj ekaxrs gSaA ;gh 
uacj muosQ •krs ls fyad gks tkrk gSA ;wihvkbZ blh fyaDM eksckby osQ 
tfj, vkiosQ •krs dh tkudkjh tqVkrk gSA UPI osQ tfj, ftldks iSlk 
Hkstuk gksrk gS mlosQ Hkh eksckby uacj dh t:jr gksrh gSA 

;wihvkbZ vkbZMh vki osQ vk/kj dkMZ dk uacj gks ldrk gS ;k vkidk 
iQksu uacj gks ldrk gS ;k fiQj ,d bZesy ,Mªsl dh rjg Hkh gks ldrh 
gSA ;s opZqvy isesaV ,Mªsl vius pqus x, •krs esa iSlk igqapk,xkA 
mnkgj.k osQ fy, eku yhft, vkidk SBI cSad dk •krk gS] vkSj 
vkidk eksckby uacj 6387621826 gS] rks vkidh tks opZqvyvkbZMh 
gksxh oks 6387621826@Sbi bl çdkj gksxh  ftl O;fDr dks 
vkidks iSls Hkstuk gS mldh ;wihvkbZ opZqvy vkbZMh vkiosQ ikl 
gksuk pkfg,A 
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Hkhe ,si (BHIM APP) 
Hkhe (BHIM) dk iwjk uke gS Hkkjr baVjiQsl iQkWj euh (Bharat 
Interface for Money) gSaA bls Hkkjr ljdkj }kjk tkjh fd;k x;k 
gSaA bl ,si dk uke HkkjrjRu Mk- Hkhejko vEcsMdj th osQ uke ij 
j•k x;k gSA

Hkhe ,si ;wuhiQkbM isesaV baVjiQsl (;wihvkbZ) osQ lkFk dke djrk gSA 
blfy, ;g lh/s vki osQ cSad •krs ls tqM+k gksrk gSA ftlosQ varxZr 
vki ,d cSad ls nwljs cSad esa iSls cgqr vklkuh ls Hkst o eaxk ldrs 
gSA blls vki vklkuh ls ?kj cSBs cl oqQN {k.kksa esa gh fdlh Hkh fnu 
fdlh Hkh le; vius eksckby osQ ekè;e ls iSls Hkst ldrs gSA 

isVh,e (Paytm)
isVh,e (Paytm) iQqy iQkWeZ is Fkzw eksckby (Pay Through 
Mobile) gSA isVh,e Hkkjr dk lcls cM+k eksckby Hkqxrku vkSj 
bZ&dkWelZ IysViQkWeZ gSA isVh,e us 'kq#vkr esa fliQZ vkWuykbu eksckby 
fjpktZ vkSj fcy Hkqxrku lsok osQ :i esa 'kq#vkr dh Fkh vkSj vkt 
;g vius eksckby ,si ij miHkksDrkvksa dks iw.kZ cktkj çnku djrk gSA 
isVh,e vc VÔw'ku 'kqYd dk Hkqxrku djus] esVªks dkMZ fjpktZ djus] 
chek Hkqxrku osQ fy, vkSj gky gh esa] ;gka rd fd cSad osQ :i esa 
Hkh fMftVy okWysV osQ :i esa bLrseky fd;k tk ldrk gSA 

cSafdax
^Hkkjrh; cSad fu;eu vf/fu;e&1949* }kjk 'kkflr gksrs gSaA bl 
vfèkfu;e osQ vuqlkj cSafdax dk vFkZ] ½.k nsus vFkok fofue; osQ 
fy, turk ls tek Lohdkj djuk gSA

okf.kfT;d cSad nks çdkj osQ gksrs gSa& futh {ks=k osQ cSad ,oa lkoZtfud 
{ks=k osQ cSadA lkoZtfud {ks=k osQ cSad os gksrs gSa ftuesa ljdkj dk 
,d cM+k fgLlk gksrk gS rFkk lkekU;r% lkekftd mís';ksa ij tksj fn;k 
tkrk gS  ykHk dekuk budk mís'; ugha gksrkA futh {ks=k osQ cSadksa dk 
LokfeRo] çca/u ,oa fu;a=k.k futh çorZdksa osQ gkFkksa esa gksrk gS rFkk ;s 
cktkj dh 'kfDr;ksa osQ vuqlkj dke djus dks Lora=k gksrs gSaA ns'k esa 
dbZ lkoZtfud {ks=k osQ cSad gSa] tSls& Hkkjrh; LVsV cSad] iatkc us'kuy 

cSad ] osQujk cSad bR;kfn rFkk vU; futh {ks=k osQ cSad gSa ftuesa çeq• 
gSa& ,p-Mh-,iQ-lh- cSad] vkbZ-lh-vkbZ-lh-vkbZ- cSad] cSad vkfnA

cSadks osQ çdkj
	 (1)	 okf.kfT;d cSad	 (2)	lgdkjh cSad
	 (3)	 fof'k"V cSad 	 (4)	osaQæh; cSad 

bZ&cSafdax 

baVjusV ,oa bZ&dkWelZ çfrfnu dh fnup;kZ dk fgLlk gks x;k gSaA oYMZ 
okbM osc (www) ,oa bZ&dkWelZ us nqfu;k dks ,d fMftVy HkweaMyh; 
xk¡o esa ifjofrZr dj fn;k gSA lwpuk rduhd esa vR;k/qfud ygj 
baVjusV cSafdax dh gSA

baVjusV ij cSadksa dh lsok,¡ çnku djus dks bZ&cSafdax dgrs gSaA vFkkZr~ 
cSafdax ftlesa bySDVªkWfud ehfM;k dk mi;ksx fd;k x;k gksA vr% 
bZ&cSafdax cSadksa }kjk çnku dh tkus okyh og lsok gS] tks xzkgd dks 
viuh cprksa osQ çca/u] •krksa osQ fujh{k.k] ½.k osQ fy, vkosnu] 
fcyksa osQ Hkqxrku tSls cSad laca/h ysu&nsuksa dks baVjusV ij djus dh 
lqfo/k nsrk gSA blesa xzkgd futh daI;wVj] eksckby VsyhiQksu dk 
ç;ksx djrk gSA bZ&cSafdax ftu fofHkUu lsokvksa dks çnku djrk gS] os 
gSa Lopkfyr Vsyj e'khu (,-Vh-,e-) ,oa foØ; fcanq (ih-vks-,l-)] 
bysDVªkWfud MsVk baVjpsat (bZ-Mh-vkbZ-)] ØsfMV dkMZ] bysDVªkWfud ;k 
fMftVy vekmaV] bysDVªkWfud dks"k gLrkarj.k (bZ-,iQ-Vh-)A 

bysDVªkWfud rjhosQ ls /u gLrkarj.k osQ nks çdkj gSa& us'kuy bysDVªksfuDl 
iQaM VªkaliQj (,u-bZ-,iQ-Vh-) rFkk fj;y Vkbe xzkWl lsVyesaV (vkj-
Vh-th-,l-)A

bZ&cSafdax ls xzkgdksa dks vusdksa ykHk gSa tks bl çdkj gSa&

	 (i)	 bZ&cSafdax cSad osQ xzkgdksa dks o"kZ osQ 365 fnu 24 ?kaVs lsok,¡ 
çnku djrk gSA 

	 (ii)	 xzkgd eksckby iQksu osQ }kjk oqQN vuqefr çnÙk ysu&nsuksa dks 
nÝrj] ?kj ;k fiQj ;k=kk osQ nkSjku dj ldrk gSA 

	 (iii)	 pw¡fd blls çR;sd ysu&nsu dk vfHkys•u gks tkrk gS blfy, 
;g foÙkh; vuq'kklu ykrk gSA
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	 1.	 fuEufyf•r esa ls dkSu&lh ys;j] baVjusV çksVksdkWy lqbV (TCP/IP) 
dh ,d ys;j ugha gS\

Delhi Police Const. 14/11/2023 (Shift-I)
	 (a)	 fiQftdy ys;j	 (b)	 ,IyhosQ'ku ys;j
	 (c)	 usVodZ ys;j	 (d)	 VªkaliksVZ ys;j
	 2.	 lpZ batu dk eq[; mís'; D;k gksrk gS\

Delhi Police Const. 14/11/2023 (Shift-III)
	 (a)	 bZ&esy Hkstuk
	 (b)	 baVjusV ij tkudkjh <wa<uk
	 (c)	 lekpkj ys•ksa dks ,fMV djuk
	 (d)	 vkWuykbu xse •syuk

	 3.	 fuEufyf•r esa ls dkSu&lk ,d futh usVodZ gS] tks vke rkSj ij 
ckgjh ikfVZ;ksa] tSls O;kikj Hkkxhnkjksa] vkiwfrZdrkZvksa vkSj çeq• xzkgdksa 
osQ fy, •qyk gksrk gS\

Delhi Police Const. 15/11/2023 (Shift-I)
	 (a)	 baVjusV	 (b)	 ,DLVªkusV
	 (c)	 baVªkusV	 (d)	 VsyusV
	 4.	 fuEufyf•r esa ls dkSu&lk fodYi oYMZ okbM osc ij ,d ,slk 

,Mªsl gS] ftldk mi;ksx fof'k"V osc fjlkslZst osQ ,Dlsl osQ fy, 
fd;k tkrk gS vkSj tks fdlh fjlkslZ osQ fy, fof'k"V ikFk gksrk gS\

Delhi Police Const. 15/11/2023 (Shift-II)
	 (a)	 osc loZj (Web Server)
	 (b)	 gkbijfyad (Hyperlink)
	 (c)	 osc istst (Web Pages)
	 (d)	 ;wfuiQkWeZ fjlkslZ yksosQVj (Uniform Resource Locator)
	 5.	 fuEufyf•r esa ls dkSu&lk fodYi ,d ,slh baVjusV ,Dlsflax 

rduhd gS ftlesa baVjusV lfoZl çksokbMj }kjk ;wtj dks fn, x, 
VsyhiQksu uacj dks Mk;y djus osQ fy, daI;wVj }kjk blosQ ekWMse dk 
mi;ksx fd;k tkrk gS\

Delhi Police Const. 15/11/2023 (Shift-III)
	 (a)	 baVhxzsVsM lfoZlst fMftVy usVodZ (ISDN) lfoZl
	 (b)	 Mk;y vi dusD'ku
	 (c)	 fMftVy lClØkbcj ykbu
	 (d)	 czkWMcSaM dusD'ku

	 6.	 ---------- esa ySiVkWi ;k VScysV tSls vU; midj.kksa dks baVjusV ,Dlsl 
çnku djus osQ fy, LekVZiQksu osQ MsVk dusD'ku dk mi;ksx djuk 
'kkfey gSA

Delhi Police Const. 17/11/2023 (Shift-I)
	 (a)	 Mk;y vi (Dial up)	 (b)	 lsVsykbV (Satellite
	 (c)	 okbZ&iQkbZ (Wi-Fi)	 (d)	 VsFkfjax (Tethering)
	 7.	 ijLij tqM+s daI;wVjksa vkSj midj.kksa osQ oSf'od usVodZ dks ----------- 

dgk tkrk gS
Delhi Police Const. 17/11/2023 (Shift-II)

	 (a)	 ekusV (Manet)	 (b)	 bUVjusV (Internet)
	 (c)	 baVªkusV (Intranet)	 (d)	 bZFkjusV (Ethernet)

	 8.	 baVjusV vkfdZVsDpj ekWMy dh dkSu lh ijr usVodks± osQ chp iSosQVksa 
dks :V djus osQ fy, ftEesnkj gS\

Delhi Police Const. 17/11/2023 (Shift-III)
	 (a)	 MsVk fyad ys;j (Data link layer)
	 (b)	 usVodZ ys;j (Network layer)
	 (c)	 VªkaliksVZ ys;j (Transport layer)
	 (d)	 ,IyhosQ'ku ys;j (Application layer)
	 9.	 fuEufyf•r esa ls dkSu&lk ?kVd baVjusV ij lapkj dks l{ke djus 

osQ fy, Mksesu osQ uke (tSls& www.example.com) dk vkbZih 
(IP) ,Mªsl (tSls] 192-168-1-1) esa vuqokn djus osQ fy, mÙkjnk;h 
gksrk gS\

Delhi Police Const. 20/11/2023 (Shift-I)
	 (a)	 jkmVj	 (b)	 iQk;jokWy
	 (c)	 ekWMse	 (d)	Mh-,u-,l- (DNS) loZj
	 10.	 bysDVªkWfud esy osQ çs"k.k rFkk çkfIr gsrq lkekU;r% fdl çkS|ksfxdh 

dk mi;ksx fd;k tkrk gS\
Delhi Police Const. 20/11/2023 (Shift-II)

	 (a)	 Mkd lsokvksa
	 (b)	 VsyhiQksuh
	 (c)	 baVjusV vkSj bZesy çksVksdkWy
	 (d)	 iQSDl e'khu
	 11.	 NetBIOS dk iw.kZ :i D;k gS\

Delhi Police Const. 20/11/2023 (Shift-II)
	 (a)	 Net Binary In/Out System (usV ckbujh bu@vkmV 

flLVe)
	 (b)	 Networking Binary Input/Output System (usVofdZax 

ckbujh buiqV@vkmViqV flLVe)
	 (c)	 Network Based Input/Output System (usVodZ csLM 

buiqV@vkmViqV flLVe)
	 (d)	 Network Basic Input/Output System (usVodZ csfld 

buiqV@vkmViqV flLVe)

	 12.	 fuEufyf•r esa ls dkSu&lk vkbZih irs dk dk;Z gS\
Delhi Police Const. 21/11/2023 (Shift-I)

	 (a)	 bZesy lapkj dk çca/u
	 (b)	 usVodZ ij fMokbl dh igpku djuk
	 (c)	 osc istksa dks iQkWeZsV djuk
	 (d)	 lqjf{kr dusD'ku cukuk

	 13.	 URL (;wfuiQkWeZ fjlkslZ yksosQVj) dk mís'; D;k gksrk gS\
Delhi Police Const. 21/11/2023 (Shift-II)

	 (a)	 fdlh osc fjlkslZ dk ,Mªsl nsuk
	 (b)	 osclkbVksa ij mi;ksxdrkZ •krksa dk çca/u djuk
	 (c)	 osclkbVksa ij ,fues'ku cukuk
	 (d)	 osclkbVksa ij VsDLV dks iQkWeZsV djuk

	 14.	 DykbaV ls loZj ij bZesy Hkstus osQ fy, vkerkSj ij fdl çksVksdkWy 
dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 21/11/2023 (Shift-III)

ijh{kksi;ksxh iz'u
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	 (a)	 iksLV vkWfiQl çksVksdkWy (POP3)
	 (b)	 gkbijVsDLV VªkaliQj çksVksdkWy (HTTP)
	 (c)	 flaiy esy VªkaliQj çksVksdkWy (SMTP)
	 (d)	 baVjusV eSlsftax ,Dlsl çksVksdkWy (IMAP)
	 15.	 fuEufyf•r esa ls dkSu&lk osc czkmtj dk ,d mnkgj.k gS\

Delhi Police Const. 21/11/2023 (Shift-III)
	 (a)	 eksftyk iQk;jiQkWDl	 (b)	 vkmVyqd 365
	 (c)	 ;kgw esy	 (d)	 xwxy lpZ
	 16.	 fuEufyf•r esa ls fdl çdkj osQ baVjusV dusD'ku esa MsVk Vªkalfe'ku 

osQ fy, VsyhiQksu ykbu dk mi;ksx fd;k tkrk gS\
Delhi Police Const. 22/11/2023 (Shift-I)

	 (a)	 czkWMcSaM (Broadband)
	 (b)	 Mk;y vi (Dial Up)
	 (c)	 lSVsykbV (Satellite)
	 (d)	 iQkbcj vkWfIVd (Fiber Optic)
	 17.	 fuEufyf•r esa ls dkSu&lh baVjusV lsok] baVjusV ij ,d ,slk lqjf{kr 

dusD'ku gS tks ;wtj dks nwjLFk LFkku ls futh usVodZ ls tqM+us dh 
lqfo/k nsrh gS\

Delhi Police Const. 22/11/2023 (Shift-II)
	 (a)	 bZ&esy (Email)	 (b)	 ohih,u (VPN)
	 (c)	 ohvksvkbZih (VoIP)	 (d)	 osc czkmftax (Web browsing)
	 18.	 fuEufyf•r esa ls dkSu&lk ,d çdkj dk ,slk usVodZ gS tks ckgj 

osQ ;wtj dks fdlh laxBu osQ baVªkusV osQ ,Dlsl dh lqfo/k nsrk gS\
Delhi Police Const. 22/11/2023 (Shift-III)

	 (a)	 ,DlVjusV (Externet)	(b)	 baVjusV (Internet)
	 (c)	 ,DLVªkusV (Extranet)	(d)	 Mcy baVªkusV (Double Intranet)
	 19.	 URL (;wvkj,y) dk iw.kZ :i D;k gS\

Delhi Police Const. 23/11/2023 (Shift-II)
	 (a)	 Uniform Resource Location (;wukbVsM fjlkslZst yksosQ'ku)
	 (b)	 United Resources Locator (;wukbVsM fjlkslZst yksosQVj)
	 (c)	 Uniform Resource Locator (;wfuiQkWeZ fjlkslZ yksosQVj)
	 (d)	 Uniform Receivers Locator (;wfuiQkWeZ fjlholZ yksosQVj)
	 20.	 dkSu&lh okLrqdyk O;fDrxr midj.kksa dks lh/s tksM+rh gS] leku 

ftEesnkfj;ksa vkSj 'kfDr;ksa osQ }kjk] rFkk fcuk fdlh osaQæh; çkf/dj.k osQ\
Delhi Police Const. 23/11/2023 (Shift-III)

	 (a)	 DykbaV&loZj vkfdZVsDpj
	 (b)	 osaQæhÑr vkfdZVsDpj
	 (c)	 ih;j&Vw&ih;j vkfdZVsDpj
	 (d)	 forfjr vkfdZVsDpj

	 21.	 fuEufyf•r esa ls dkSu&lk baVjusV çksVksdkWy fdlh usVodZ ij 
midj.kksa dks ;wfud vkbZih (IP) ,Mªsl fufnZ"V djus vkSj ;g 
lqfuf'pr djus osQ fy, mÙkjnk;h gksrk gS fd os ,d&nwljs osQ lkFk 
lapkj dj losaQA

Delhi Police Const. 24/11/2023 (Shift-I)
	 (a)	 DNS (Mksesu use flLVe)
	 (b)	 TCP (Vªkalfe'ku daVªksy çksVksdkWy)
	 (c)	 HTTP (gkbijVsDLV VªkaliQj çksVksdkWy)
	 (d)	 DHCP (Mk;ukfed gksLV dkWfUiQxjs'ku çksVksdkWy)

	 22.	 baVjusV lapkj esa fuEufyf•r esa ls dkSu&lk fodYi] ;wtlZ osQ chp 
okLrfod le; esa lans'kksa dks LFkkukarfjr djus dh ,d çfØ;k gS] 
tks çkbosV pSV :e osQ okrkoj.k dks lqfo/ktud cukrh gS\

Delhi Police Const. 24/11/2023 (Shift-II)
	 (a)	 iQkby 'ks;fjax (File sharing)
	 (b)	 baLVsaV eSlsftax (Instant messaging)
	 (c)	 fjeksV ,Dlsl (Remote access)
	 (d)	 dksyScksjs'ku (Collaboration)
	 23.	 fuEufyf•r esa ls dkSu&lh baVjusV ,Dlsl rduhd esa mi;ksxdrkZvksa 

dks gkbZ&LihM baVjusV ,Dlsl çnku djus osQ fy, ekStwnk osQcy 
Vsyhfotu dh cqfu;knh lajpuk dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 24/11/2023 (Shift-III)
	 (a)	 iQkbcj vkWfIVd	 (b)	 DSL (fMftVy lClØkbcj ykbu)
	 (c)	 Mk;y vi	 (d)	 osQcy baVjusV
	 24.	 vkbZ,lih (ISP) }kjk çnku fd, x, czkWMcSaM vkSj Mk;yvi dusD'ku 

osQ chp çkFkfed varj dkjd D;k gS\
Delhi Police Const. 28/11/2023 (Shift-I)

	 (a)	 czkWMcSaM osQ foijhr] Mk;yvi vlhfer MsVk mi;ksx çnku djrk 
gSA

	 (b)	 Mk;yvi dusD'ku ok;jysl gksrs gSa] tcfd czkWMcSaM osQ fy, 
ok;j;qDr dusD'ku dh vko';drk gksrh gSA

	 (c)	 czkWMcSaM dh rqyuk esa Mk;yvi dusD'ku mPp lqj{kk Lrj çnku 
djrs gSaA

	 (d)	 Mk;yvi dh rqyuk esa czkWMcSaM vf/d rst baVjusV LihM çnku 
djrk gSA

	 25.	 fuEufyf•r esa ls dkSu&lk] osc czkmtj dk ,d mnkgj.k gS\
Delhi Police Const. 28/11/2023 (Shift-II)

	 (a)	 uksViSM (Notepad)
	 (b)	 eksftyk iQk;jiQkWDl (Mozilla Firefox)
	 (c)	 ,Mksc iQksVks'kkWi (Adobe Photoshop)
	 (d)	 ,e,l oMZ (MS-Word)
	 26.	 ;wfuiQkWeZ fjlkslZ yksosQVj (URL) D;k fufnZ"V djrk gS\

Delhi Police Const. 28/11/2023 (Shift-III)
	 (a)	 çR;sd osc fjlkslZ dks vlkbu fd;k x;k ;wfud ,Mªsl
	 (b)	 ,pVh,e,y (HTML)
	 (c)	 vkbZ,lih (ISP)
	 (d)	 baVjusV çksVksdkWy

	 27.	 dkSu&lh ok;jysl rduhd] fMokblksa dks ok;jysl jkmVj dh lhfer 
lhek osQ Hkhrj baVjusV ls dusDV djus dh vuqefr nsrh gS\

Delhi Police Const. 29/11/2023 (Shift-I)
	 (a)	 3G	 (b)	 DSL
	 (c)	 LTE	 (d)	 Wi-Fi
	 28.	 FTP (iQkby VªkiQj çksVksdkWy) dk çkFkfed dk;Z D;k gS\

Delhi Police Const. 29/11/2023 (Shift-II)
	 (a)	 osclkbV czkmt djuk
	 (b)	 bZesy Hkstuk
	 (c)	 daI;wVjksa osQ chp iQkbysa LFkkukarfjr djuk
	 (d)	 ohfM;ks LVªhfeax
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	 29.	 fuEufyf•r esa ls&dkSu&lk fodYi] baVjusV ij lapkj dh fo'ks"krk 
ugha gS\

Delhi Police Const. 29/11/2023 (Shift-III)
	 (a)	 ;g ges'kk futh gksrk gSA
	 (b)	 ;g oSf'od gksrk gSA
	 (c)	 ;g varfØZ;kRed gksrk gSA
	 (d)	 ;g vrqY;dkfyd gksrk gSA
	 30.	 fuEufyf•r esa ls dkSu&lk fodYi] xwxy MkWDl (Google Docs) 

tSls osc vk/kfjr MkWD;wesaV ,fMVj esa MkWD;wesaV vksiu djus dk 
lkekU; rjhdk ugha gS\

Delhi Police Const. 29/11/2023 (Shift-III)
	 (a)	 vius daI;wVj ls MkWD;wesaV viyksM djuk
	 (b)	 VsEiysV ls ,d u;k MkWD;wesaV fØ,V djuk
	 (c)	 laiw.kZ MkWD;wesaV dks LØSp ls Vkbi djuk
	 (d)	 fdlh osc fyad ls MkWD;wesaV bEiksVZ djuk

	 31.	 fo|ky;ksa vFkok dk;kZy;ksa esa ekStwn lHkh daI;wVjksa dks dusDV djus 
osQ fy, fuEufyf•r esa ls fdl çdkj dh usVofdZax dk mi;ksx fd;k 
tkrk gS\

Delhi Police Const. 30/11/2023 (Shift-I)
	 (a)	 okbM ,fj;k usVodZ	 (b)	 esVªksikWfyVu ,fj;k usVodZ
	 (c)	 ilZuy ,fj;k usVodZ	 (d)	 yksdy ,fj;k usVodZ

	 32.	 dkSu&lk çksVksdkWy mi;ksxdrkZvksa dks baVjusV ij okLrfod le; esa 
vkokt vkSj ohfM;ks dkWy djus dh vuqefr nsrk gS\

Delhi Police Const. 30/11/2023 (Shift-III)
	 (a)	 FTP	 (b)	 VoIP
	 (c)	 Email	 (d)	 DNS
	 33.	 fuEufyf•r esa ls dkSu baVjusV lsok çnkrk dk mnkgj.k gS\

Delhi Police Const. 01/12/2023 (Shift-I)
	 (a)	 xwxy (Google)	 (b)	 vkmVyqd (Outlook)
	 (c)	 eksftyk (Mozilla)	 (d)	 ,;jVsy (Airtel)
	 34.	 fuEufyf•r esa ls dkSu&lk fodYi] baVjusV ij lapkj dk ,d çdkj 

ugha gS\
Delhi Police Const. 01/12/2023 (Shift-II)

	 (a)	 pSV	 (b)	 bZ&esy
	 (c)	 VsyhiSFkh	 (d)	 ohfM;ks dkWUÚsaflax

	 35.	 baVjusV vkfdZVsDpj (architecture) esa jkmVlZ dh D;k Hkwfedk 
gksrh gS\

Delhi Police Const. 01/12/2023 (Shift-III)
	 (a)	 daI;wVj usVodks± ij MsVk dks çkIr djuk vkSj Hkstuk
	 (b)	 IP irksa (Addresses) dks Mksesu ukeksa (Domain Names) esa 

vuqokn djuk
	 (c)	 fMokblksa dks baVjusV ls dusDV djuk
	 (d)	 baVjusV dusD'ku osQ fy, lqj{kk (Security) çnku djuk

	 36.	 ;fn vki vius MkWD;wesaV dks leku ;k fHkUu uke ls fdlh vU; LFkku 
ij lso djuk pkgrs gSa rks ,e,l oMZ 365 (MS Word 365) osQ 
fuEufyf•r esa ls fdl vkWI'ku dk mi;ksx fd;k tk ldrk gS\

Delhi Police Const. 02/12/2023 (Shift-I)
	 (a)	 vksiu (Open)	 (b)	 fçaV (Print)
	 (c)	 lso ,t (Save As)	 (d)	 U;w (New)

	 37.	 dkSu&lk laxBu oYMZ okbM osc (World Wide Web) osQ fy, 
çkS|ksfxfd;ksa osQ fodkl vkSj ekudhdj.k dh ns•&js• djrk gS\

Delhi Police Const. 02/12/2023 (Shift-II)
	 (a)	 IEIT	 (b)	 WHO
	 (c)	 W3C	 (d)	 IEEE
	 38.	 fuEufyf•r esa ls dkSu&lk fodYi VoIP dk lgh iw.kZ :i gS\

Delhi Police Const. 03/12/2023 (Shift-II)
	 (a)	 okWbl vksoj baVjusV çksVksdkWy (Voice over Internet Protocol)
	 (b)	 okWbl vksoj baVªkusV çksVksdkWy (Voice over Intranet 

Protocol)
	 (c)	 okWY;we vksoj baVjusV çksVksdkWy (Volume over Internet 

Protocol)
	 (d)	 okWbl vkWiQ baVªkusV çksVksdkWy (Voice of Intranet Protocol)
	 39.	 fuEufyf•r esa ls fdl çksVksdkWy dk mi;ksx lkekU;r% loZjksa osQ chp 

bZ&esy Hkstus vkSj çkIr djus osQ fy, fd;k tkrk gS\
Delhi Police Const. 03/12/2023 (Shift-III)

	 (a)	 flaiy esy VªkaliQj çksVksdkWy (SMTP)
	 (b)	 Vªkalfe'ku daVªksy çksVksdkWy (TCP)
	 (c)	 gkbij VsDLV VªkaliQj çksVksdkWy (HTTP)
	 (d)	 iQkby VªkaliQj çksVksdkWy (FTP)
	 40.	 eksftyk] eksftyk iQkmaMs'ku }kjk o"kZ ----------- esa fodflr ,d osc 

czkmftax lkWÝVos;j gSA
Delhi Police HCM 10/10/2022 (Shift-I)

	 (a)	 2003	 (b)	 2002
	 (c)	 2001	 (d)	 2000
	 41.	 fdlh ist dks loZj ij dkWih djuk] -------------- dgykrk gSA

Delhi Police HCM 10/10/2022 (Shift-II)
	 (a)	 ist lso djuk (Save)
	 (b)	 ist viyksM djuk (Uploading)
	 (c)	 ist fØ,V djuk (Create )
	 (d)	 ist MkmuyksM djuk (Downloading)
	 42.	 ,slh osclkbV ftlesa ys•d ;k ys•dksa osQ vius vuqHko] voyksdu] 

fopkj vkfn gksrs gSa] ---------- osQ :i esa tkus tkrs gSaA
Delhi Police HCM 10/10/2022 (Shift-II)

	 (a)	 bZesy (EMAIL)
	 (b)	 baLVsaV eslsatj (Instant Messenger)
	 (c)	 okbjl (VIRUS)
	 (d)	 CykWx (BLOG)
	 43.	 MkWVsM&Mslhey uksVs'ku (dotted-decimal notation) esa] vkbZih 

(IP) laLdj.k 4 ,Mªslst dks fcYoqQy ----------- MkWV (-) fpUgksa dk 
mi;ksx djosQ n'kkZ;k tkrk gSA

Delhi Police HCM 10/10/2022 (Shift-III)
	 (a)	 ik¡p	 (b)	 rhu
	 (c)	 nks	 (d)	 pkj
	 44.	 ,d] ------------- osc istksa vkSj lacaf/r lkexzh dk ,slk laxzg gksrk gS 

ftls fdlh lkekU; Mksesu (Domain) uke ls igpkuk tkrk gS vkSj 
de ls de fdlh ,d osc loZj (Web Server) ij ifCy'k fd;k 
tkrk gSA� Delhi Police HCM 10/10/2022 (Shift-III)
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	 (a)	 bZesy (EMAIL)
	 (b)	 okbjl (VIRUS)
	 (c)	 osclkbV (Website)
	 (d)	 baLVsaV eSlsatj (Instant Messenger)
	 45.	 liQkjh ,d osc czkmftax lkWÝVos;j gS ftls ----------- osQ }kjk fodflr 

fd;k x;k gSA
Delhi Police HCM 12/10/2022 (Shift-I)

	 (a)	 eksftyk (Mozilla)	 (b)	 ekbØkslkWÝV (Microsoft)
	 (c)	 ,Iiy (Apple)	 (d)	 xwxy (Google)
	 46.	 fuEufyf•r esa ls dkSu ls dhcksMZ 'kkWVZdV dk mi;ksx Økse czkmtj 

esa djaV (orZeku) VSc osQ ckbZa vksj ,d czkmtj VSc dks lfØ; djus 
osQ fy, fd;k tkrk gS\

Delhi Police HCM 12/10/2022 (Shift-I)
	 (a)	 Ctrl + Page up	 (b)	 Ctrl + Right arrow
	 (c)	 Alt + Page down	 (d)	 Alt + Left arrow
	 47.	 fuEufyf•r esa ls fdl çdkj dh baVjusV lfoZl osQ fy, osQcy ;k 

iQksu ykbu dh vko';drk ugha gksrh gS\
Delhi Police HCM 12/10/2022 (Shift-II)

	 (a)	 Mk;y vi (Dial up)	(b)	 osQcy (Cable)
	 (c)	 Mh,l,y (DSL)	 (d)	 lsVsykbV (Satellite)
	 48.	 fuEufyf•r esa ls dkSu&lk dhcksMZ 'kkWVZdV] Økse czkmtj esa orZeku 

ist osQ fy, xSj&laiknu ;ksX; (noneditable) ,pVh,e,y 
(HTML) lkslZ dksM çnf'kZr djus osQ fy, mi;ksx fd;k tkrk gS\

Delhi Police HCM 12/10/2022 (Shift-II)
	 (a)	 CTRL + U	 (b)	 ALT + U
	 (c)	 CTRL + S	 (d)	 ALT + S
	 49.	 bZFkjusV dkMZ (Ethernet card) ,d ,slk usVodZ ,MsIVj (network 

adaptor) gS ftldk mi;ksx ok;MZ usVodZ (wired network) 
dks LFkkfir djus osQ fy, fd;k tkrk gSA bls ----------- osQ :i esa Hkh 
tkuk tkrk gSA

Delhi Police HCM 12/10/2022 (Shift-III)
	 (a)	 okbZ&iQkbZ dkMZ (Wi-Fi card)
	 (b)	 usVodZ baVjiQsl dkMZ (Network Interface Card)
	 (c)	 iQkbcj vkWfIVDl (Fiber Optics)
	 (d)	 CywVwFk dkMZ (Bluetooth Card)
	 50.	 Økse czkmtj esa MkmuyksM foaMks •ksyus osQ fy, fuEu esa ls fdl 

dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk gS\
Delhi Police HCM 12/10/2022 (Shift-III)

	 (a)	 Ctrl + J	 (b)	 Ctrl + D
	 (c)	 Alt + J	 (d)	 Alt + D
	 51.	 ,d IPv4 irk] ------------ fcV dk gksrk gSA

Delhi Police HCM 13/10/2022 (Shift-I)
	 (a)	 128	 (b)	 16
	 (c)	 64	 (d)	 32
	 52.	 ------------] ,d ekud iQkWeZsV esa O;kolkf;d MkD;wesaV dk varjdaiuh 

lapkj gSA
Delhi Police HCM 13/10/2022 (Shift-II)

	 (a)	 bejtsalh MkVk baVjpsat (Emergency Data Interchange)
	 (b)	 bysDVªkWfud MkVk buiQkeZs'ku (Electronic Data Information)

	 (c)	 bysDVªkWfud MkVk baVjpsat (Electronic Data Interchange)
	 (d)	 bysDVªkWfud MkVk baLVªD'ku (Electronic Data Instruction)
	 53.	 fuEufyf•r esa ls dkSu&lk fodYi baVjusV }kjk çnku dh tkus okyh 

lfoZl ugha gS\
Delhi Police HCM 13/10/2022 (Shift-II)

	 (a)	 bZFkjusV (Ethernet)	 (b)	 ,iQVhih (FTP)
	 (c)	 bZesy	 (d)	 oYMZ okbM osc
	 54.	 vkWuykbu okrkZyki] ftlesa vki rqjar ,d&nwljs dks lans'k Hkstus esa 

l{ke gksrs gSa] og ----------------- dgykrk gSA
Delhi Police HCM 13/10/2022 (Shift-III)

	 (a)	 pSV (CHAT)	 (b)	 bZesy (EMAIL )
	 (c)	 CykWx (BLOG) 	 (d)	 OykWx (VLOG)
	 55.	 fuEufyf•r esa ls dkSu lh baVjusV }kjk çnku dh tkus okyh lsok @ 

lsok,¡ gS A gSa\
Delhi Police HCM 13/10/2022 (Shift-III)

	 (I)	 osclkbV (Websites)
	 (ii)	 bysDVªkWfud esy (Electronic Mail)
	 (iii)	 lekpkj lewg (Newsgroup)
	 (iv)	 ppkZ lewg (Newsgroup)
	 (a)	 (i)] (ii)] (iii) vkSj (iv)
	 (b)	 osQoy (iii) vkSj (iv)
	 (c)	 osQoy (i)] (ii) vkSj (iii)
	 (d)	 osQoy (ii)] (iii) vkSj (iv)
	 56.	 xwxy Økse esa cqdekdZ ckj dks fn•kus ;k fNikus osQ fy, fuEufyf•r 

esa ls dkSu&lk dhcksMZ 'kkWVZdV mi;ksx fd;k tk ldrk gS\
Delhi Police HCM 14/10/2022 (Shift-I)

	 (a)	 Ctrl + Shift + K	 (b)	 Alt + Ctrl + K
	 (c)	 Ctrl + Shift + C	 (d)	 Ctrl + Shift + B
	 57.	 baVjusV ,DlIyksjj ,d osc czkmftax lkWÝVos;j gS]ftls o"kZ 1995 esa 

----------- }kjk fodflr fd;k x;k FkkA
Delhi Police HCM 14/10/2022 (Shift-I)

	 (a)	 xwxy (Google)	 (b)	ekbØkslkWÝV (Microsoft)
	 (c)	 eksftyk (Mozilla)	 (d)	 ;kgw (Yahoo)
	 58.	 iQslcqd ,d ------------ gSA

Delhi Police HCM 14/10/2022 (Shift-II)
	 (a)	 czkmtj (Browser)
	 (b)	 baVjusV lsok çnkrk (Internet Service Provider)
	 (c)	 lpZ batu (Search Engine)
	 (d)	 lks'ky usVodZ lkbV (Social Network Site )
	 59.	 Økse czkmtj esa nkbZa vksj osQ çR;sd •qys gq, VSc esa tkus osQ fy, 

fuEufyf•r esa ls fdl dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk gS\
Delhi Police HCM 14/10/2022 (Shift-II)

	 (a)	 Ctrl + Tab	 (b)	 Alt + Tab
	 (c)	 Alt + N	 (d)	 Ctrl + N
	 60.	 fuEufyf•r esa ls dkSu&lk fodYi baVjusV lalk/uksa tSls oscistksa] 

lekpkj lewgksa] çksxzkeksa] Nfo;ksa vkfn osQ fo'kky MsVkcsl dks lanfHkZr 
djrk gS vkSj oYMZ okbM osc ij tkudkjh •kstus esa enn djrk gS\

Delhi Police HCM 14/10/2022 (Shift-III)
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	 (a)	 Mksesu (Domain)
	 (b)	 çksVksdkWy (Protocols )
	 (c)	 osc loZj (Web server)
	 (d)	 lpZ batu (search engine)
	 61.	 lqjf{kr lapkj dh vko';drk rc gksrh gS tc nks i{k baVjusV osQ 

ekè;e ls lapkj dj jgs gksa] vkSj os ugha pkgrs fd dksbZ rhljk i{k 
muosQ chp esa ck/k mRiUu djsA fuEufyf•r esa ls dkSu&lk lqjf{kr 
lapkj dk xq.k gS\

	 P:	 xksiuh;rk
	 Q:	 lVhdrk

Delhi Police HCM 14/10/2022 (Shift-III)
	 (a)	 osQoy Q	 (b)	u rks P vkSj u gh Q
	 (c)	 P vkSj Q nksuksa	 (d)	 osQoy P
	 62.	 fuEufyf•r esa ls dkSu&lk ,d baVjusV f'k"Vkpkj ugha gS\

Delhi Police HCM 17/10/2022 (Shift-I)
	 (a)	 layXud (attachment) dk vkdkj NksVk j•uk
	 (b)	 laf{kIr :iksa dk cqf¼ekuh ls mi;ksx djuk
	 (c)	 esy osQ uhps uke fy•uk
	 (d)	 vokafNr lans'kksa dks vxzsf"kr djuk

	 63.	 fuEufyf•r esa ls dkSu&lk lpZ batu lcls T;knk lpZ osQ lkFk cktkj 
esa ncnck cuk, gq, gS\

Delhi Police HCM 17/10/2022 (Shift-I)
	 (a)	 vkLd-dkWe (Ask.com)
	 (b)	 xwxy (Google)
	 (c)	 fcax (Bing)
	 (d)	 ;kgw (Yahoo)
	 64.	 osc czkmtj esa ------------ dekaM tks orZeku i`"B ls fiNys i`"B ij 

tkus esa enn djrk gSA
Delhi Police HCM 17/10/2022 (Shift-II)

	 (a)	 fØ,V (Create)	 (b)	 iQkWoZMZ (Forward)
	 (c)	 lso (Save)	 (d)	 cSd (Back)
	 65.	 fuEufyf•r Mksesu ukeksa dh lwph dks muosQ vFkks± ls lqesfyr djsaA

		  Mksesu use     vFkZ

		  P. .net	 (1)	xSj ljdkjh laxBu

		  Q. .edu	 (2)	okf.kfT;d laxBu

		  R. .org	 (3)	'kSf{kd laxBu

		  S. .com	 (4)	jkT; vkSj jk"Vªh; ljdkjh ,tsafl;ksa dks bafxr djrk gS
		  			  (5)	j{kk foHkkx
		  			  (6)	usVodZ laxBu

Delhi Police HCM 17/10/2022 (Shift-III)
	 (a)	 P-5, Q-1, R-2, S-4	(b)	 P-6, Q-2, R-4, S-2
	 (c)	 P-1, Q-3, R-4, S-2	(d)	 P-6, Q-3, R-1, S-2
	 66.	 fcax (Bing) ,d ------------- gS

Delhi Police HCM 17/10/2022 (Shift-III)
	 (a)	 czkmtj (Browser)
	 (b)	 lpZ batu (Search engine)
	 (c)	 baVjusV lsok çnkrk (Internet service provider)
	 (d)	 lks'ky usVodZ lkbV (Social network site)

	 67.	 gSFkos (Hathway) ,d ------------------------- gS
Delhi Police HCM 18/10/2022 (Shift-I)

	 (a)	 lpZ batu (Search Engine)
	 (b)	 czkmtj (Browser )
	 (c)	 lks'ky usVodZ lkbV (Social Network Site)
	 (d)	 baVjusV lsok çnkrk (Internet Service Provider)
	 68.	 osc czkmtj esa -------------- dekaM orZeku ist ls vxys ist ij tkus 

esa lgk;rk djrk gSA
Delhi Police HCM 18/10/2022 (Shift-II)

	 (a)	 fØ,V (Create)	 (b)	 iQkWjoMZ (Forward)
	 (c)	 lso (Save)	 (d)	 cSd (Back)
	 69.	 --------------- ,d nwjlapkj rduhd gS] ftlls vyx&vyx LFkkuksa ij 

ekStwn nks ;k nks ls vf/d yksx ijLij ohfM;ks ;k vkWfM;ks çlkj.k 
osQ ekè;e ls ,d lkFk ckrphr dj ldrs gSaA

Delhi Police HCM 18/10/2022 (Shift-III)
	 (a)	 CykWx (BLOG)
	 (b)	 fofM;ksdkWUÚsaflax (Videoconferencing)
	 (c)	 bZesy (EMAIL)
	 (d)	 isesaV xsVos (Payment Gateway)
	 70.	 fuEufyf•r esa ls dkSu lh lcls /heh çdkj dh baVjusV lfoZl gS\

Delhi Police HCM 18/10/2022 (Shift-III)
	 (a)	 3G vkSj 4G ( 3G and 4G)
	 (b)	 fMftVy lClØkbcj ykbu (Digital Subscriber Line)
	 (c)	 lsVsykbV (Satellite)
	 (d)	 Mk;y vi (Dial Up)
	 71.	 baVjusV ls tqM+s çR;sd daI;wVj dks ,d vkbZih (IP) irs dh 

vko';drk gksrh gSA IP dk iw.kZ :i D;k gS\
Delhi Police HCM 19/10/2022 (Shift-I)

	 (a)	 baVjuy çksVksdkWy (Internal Protocol)
	 (b)	 baVjus'kuy ikVZuj (International Partner)
	 (c)	 bUVjusV çksVksdkWy (Internet Protocol)
	 (d)	 bUVjusV ikVZuj (Internet Partner)
	 72.	 lac¼ osc istksa osQ laxzg dks ------------- dgk tkrk gSA

Delhi Police HCM 19/10/2022 (Shift-II)
	 (a)	 Xml	 (b)	 osclkbV (Website)
	 (c)	 Html	 (d)	oscloZj (Webserver)
	 73.	 oYMZ okbM osc dk fodkl fuEufyf•r esa ls fdl o"kZ esa 'kq: gqvk Fkk\

Delhi Police HCM 19/10/2022 (Shift-II)
	 (a)	 1959	 (b)	 1989
	 (c)	 1969	 (d)	 1979
	 74.	 xwxy Økse (Google Chrome) ,d ------------- gSA

Delhi Police HCM 19/10/2022 (Shift-III)
	 (a)	 eksckby iQksu (Mobile Phone)
	 (b)	 baVjusV lsok çnkrk (Internet Service Provider)
	 (c)	 czkmtj (Browser)
	 (d)	 lks'ky usVodZ lkbV (Social Network Site)
	 75.	 ---------------- ,d oSf'od lapkj ç.kkyh gS] tks gtkjksa O;fDrxr 

usVodks± (Individual Networks) dks ,d lkFk tksM+rh gSA
Delhi Police HCM 19/10/2022 (Shift-III)
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	 (a)	 VksiksykWth (Topology)	(b)	 ,Vh,e (ATM)
	 (c)	 bVªkusV (Intranet)	 (d)	 baVjusV (Internet)
	 76.	 xwxy Økse czkmtj osQ twe dks fMiQkWYV ij jhlsV djus osQ fy, 

fuEufyf•r esa ls fdl dhcksMZ 'kkWVZdV dk mi;ksx fd;k tkrk gS\
Delhi Police HCM 19/10/2022 (Shift-III)

	 (a)	 CTRL + D	 (b)	 CTRL + 0
	 (c)	 CTRL + 9	 (d)	 CTRL + R
	 77.	 baVjusV ij lwpuk Hkstus] lapkj.k (traveling) vkSj çkIr djus dks 

fu;af=kr djus ckys fu;eks dks D;k dgk tkrk gS \
Delhi Police HCM 20/10/2022 (Shift-I)

	 (a)	 ,YxksfjFe (Algorithms)
	 (b)	 çksVksdkWy (Protocols)
	 (c)	 çksxzke (Programs )
	 (d)	 çkslhtj (Procedure)
	 78.	 baVjusV fo'o Hkj osQ vkil esa tqM+s daI;wVjksa dk ,d lewg gSA baVjusV 

vius vki esa] -------------- dk ,d çdkj gS
Delhi Police HCM 20/10/2022 (Shift-II)

	 (a)	 eSu (MAN)	 (b)	 ySu (LAN)
	 (c)	 oSu (WAN)	 (d)	 ohih,u (VPN)
	 79.	 xwxy Økse ,d osc czkmftax lkWÝVos;j gS] ftls xwxy bad (Google 

Inc) }kjk o"kZ ------------------- esa fodflr fd;k x;k gSA
Delhi Police HCM 20/10/2022 (Shift-II)

	 (a)	 2007	 (b)	 2008
	 (c)	 2009	 (d)	 2010
	 80.	 ARPANET dk iw.kZ :i D;k gS\

Delhi Police Const. 10/12/2020 (Shift-I)
(a)	vesfjdu fjlpZ Iykfuax ,tsalh usVooZQ

		  (American Research Planning Agency Network)
(b)	vesfjdu fjlpZ izkstsDV ,tsalh usVooZQ

		  (American Research Project Agency Network)
(c)	,MokaLM fjlpZ izkstsDV ,tsalh usVooZQ

		  (Advancesd Research Project Agency Network)
(d)	,MokaLM fjlpZ izkstsDV ,fDVfoVh usVooZQ

		  (Advancesd Research Projcect Activity Network)
	 81.	 --------------- O;fDr;ksa vkSj yksxksa osQ lewg osQ chp jh;y Vkbe pSV 

(Real time chat) dh lqfo/k çnku djrk gSA
Delhi Police HCM 20/10/2022 (Shift-III)

	 (a)	 CykWx (BLOG)
	 (b)	 bULVsaV eslsatj (Instant Messenger)
	 (c)	 okbjl (VIRUS)
	 (d)	 bZesy (EMAIL)
	 82.	 --------------- osc czkmtj dk ,d mnkgj.k gSA

Delhi Police AWO/TPO 27/10/2022 (Shift-I)
	 (a)	 thesy (Gmail)	 (b)	 Økse (Chrome)
	 (c)	 'khV~l (Sheets)	 (d)	 V~foVj (Twitter)
	 83.	 WWW dk iw.kZ:i D;k gS\

Delhi Police AWO/TPO 27/10/2022 (Shift-I)

	 (a)	 World Word Web (oYMZ oMZ osc)
	 (b)	 Web Wide World (osc okbM oYMZ)
	 (c)	 World Wide Web (oYMZ okbM osc)
	 (d)	 World Web Wide (oYMZ osc okbM)
	 84.	 fuEufyf•r esa ls dkSu&lk vkbZ,lih (ISP)] VsyhiQksu ykbu] osQoy 

okbZ&iQkbZ ;k iQkbcj vkWfIVDl osQ ekè;e ls baVjusV rd igqap çnku 
djrk gS\

Delhi Police AWO/TPO 27/10/2022 (Shift-II)
	 (a)	 esyckWDl çksokbMj (Mailbox Provider)
	 (b)	 ,Dlsl çksokbMj (Access Providers)
	 (c)	 gksfLVax vkbZ,lih (Hosting ISPs)
	 (d)	 opZqvy vkbZ,lih (Virtual ISPs)
	 85.	 ----------- fo'o Hkj esa mi;ksx fd;k tkus okyk ,d lkekU; Mksesu gSA

Delhi Police AWO/TPO 27/10/2022 (Shift-III)
	 (a)	 .com	 (b)	 .ac.in
	 (c)	 .in	 (d)	 .co.in
	 86.	 ----------- ,d fu;fer :i ls viMsV dh tkus okyh osclkbV ;k 

oscist gS] tks vkerkSj ij fdlh O;fDr ;k NksVs lewg }kjk lapkfyr 
gksrh gS vkSj tks vukSipkfjd ;k ckrphr dh 'kSyh esa fy•h tkrh gSA

Delhi Police AWO/TPO 27/10/2022 (Shift-III)
	 (a)	 WWW	 (b)	 Website
	 (c)	 Blog	 (d)	 Magzine
	 87.	 ------------ ,d lpZ batu ugha gSA

Delhi Police AWO/TPO 28/10/2022 (Shift-I)
	 (a)	 xwxy (Google)	 (b)	 fcax (Bing)
	 (c)	 thesy (Gmail)	 (d)	 ;kaMsDl (Yandex)
	 88.	 fcax lpZ batu ------------ osQ LokfeRo esa gSA

Delhi Police AWO/TPO 28/10/2022 (Shift-I)
	 (a)	 vestu (Amazon)
	 (b)	 ;kgw (Yahoo)
	 (c)	 ekbØkslkWÝV (Microsoft)
	 (d)	 xwxy (Google)
	 89.	 ,d lqjf{kr osclkbV dk ;wvkj,y (URL) --------------- ls 'kq: gksrk gSA

Delhi Police AWO/TPO 28/10/2022 (Shift-II)
	 (a)	 http	 (b)	 httss
	 (c)	 httsp	 (d)	 https
	 90.	 fuEufyf•r esa ls dkSu lh baVjusV ,Dlsl dh ,d fof/ ugha gS\

Delhi Police AWO/TPO 28/10/2022 (Shift-III)
	 (a)	 czkWMcSaM	 (b)	 ok;jysl dusD'ku
	 (c)	 gkWVLikWV	 (d)	 owQyLikWV
	 91.	 FTP dk iw.kZ:i D;k gS\

Delhi Police AWO/TPO 28/10/2022 (Shift-III)
	 (a)	 iQkby VªkaliQj çksVksdkWy (File Transfer Protocol)
	 (b)	 iQkby VªkaftV çksVksdkWy (File Transit Protocol)
	 (c)	 iQkby Vkbi çksVksdkWy (File Type Protocol)
	 (d)	 iQkby VsyusV çksVksdkWy (File Telnet Protocol)
	 92.	 fuEufyf•r esa ls dkSu&lk ,d daI;wVj gS] tks baVjusV ij osclkbV 

dks gksLV djrk gS\
Delhi Police AWO/TPO 27/10/2022 (Shift-II)
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	 (a)	 osc loZj (Web Server)
	 (b)	 lpZ batu (Search Engine)
	 (c)	 osc czkmtj (Web Browser )
	 (d)	 oscist (Webpage)
	 93.	 fuEufyf[kr esa ls dkSu&lh baVjusV lsok iznkrk (Internet Service 

Provider) }kjk iznku dh tkus okyh lsok ugha gS&
Delhi Police Const. 27/11/2020 (Shift-I)

(a)	baVjusV ,Dlsl	 (b)	osc iz'kklu
(c)	Mksesu use iathdj.k	 (d)	Mkk;y vi ,Dlsl

	 94.	 izR;sd oaQI;wVj dks baVjusV ls dusDV gksus osQ fy, vo'; pkfg,&
Delhi Police Const.  27/11/2020 (Shift-II)

(a)	LED Display	 (b)	Tertiary Memory
(c)	IP address	 (d)	Switch

	 95.	 fuEufyf[kr esa ls dkSu lh] baVjusV dh ,d fo'ks"krk ugha gS\
Delhi Police Const. 27/11/2020 (Shift-III)

(a)	vfHkxE;rk	 (b)	mi;ksx esa vklkuh
(c)	lapkj dk yphykiu	 (d)	mPp ykxr

	 96.	 osQcy osQ }kjk baVjusV izkIr djus osQ fy, MODEM dh vko';drk 
gksrh gS] MODEM dk eryc gksrk gS&

Delhi Police Const. 28/11/2020 (Shift-I)
(a)	Modem Dynamics
(b)	Modulator Defragmenter
(c)	Modern Machine
(d)	Modulator-Demodulator

	 97.	 baVjusV esa izR;sd oaQI;wVj dh igpku djus osQ fy, fuEufyf[kr esa 
ls fdldk mi;ksx fd;k tkrk gS\

		  Delhi Police Const. 01/12/2020 (Shift-I)
(a)	vkbZ-ih (IP) ,Mªsl	 (b)	oaQI;wVj dk uke
(c)	yksosQ'ku ,Mªsl	 (d)	baVjusV ,Mªsl

	 98.	 baVjusV dh fuEufyf[kr esa ls fdl lapkj lsok dk iz;ksx baVjusV ls 
tqM+s nwjLFk oaQI;wVj ij ykWx bu djus osQ fy, fd;k tkrk gS\

		  Delhi Police Const. 09/12/2020 (Shift-I)
(a)	VsyusV	 (b)	U;wtxzqi
(c)	bysDVªkWfuDl esy	 (d)	esfyax fyLV

	 99.	 eksckby iQksu osQ lkFk baVjusV dk iz;ksx djus osQ fy, fuEufyf[kr 
esa ls fdl lsok dk lcls vf/d iz;ksx fd;k tkrk gS\

Delhi Police Const. 9/12/2020 (Shift-II)
(a)	3G-4G	 (b)	Mk;y vi
(c)	DSL	 (d)	osQcy

	100.	 baVjusV ij oaQI;wVj ;k loZj dks ---------- osQ uke ls Hkh tkuk tkrk gSA
Delhi Police Const. 10/12/2020 (Shift-II)

(a)	gksLV	 (b)	,Mªsl
(c)	URL ,Mªsl	 (d)	IP ,Mªsl

	101.	 fuEufyf[kr esa ls dkSu&lk baVjusV lsok dk lcls /hek izdkj gS\
Delhi Police Const. 11/12/2020 (Shift-II)

(a)	Mk;y vi	 (b)	lSVsykbV
(c)	3G vkSj 4G	 (d)	fMftVy lcLozQkbcj ykbu

	102.	 baVjusV dh fuEufyf[kr lapkj lsokvksa esa ls dkSu&lh lsok iz;ksxdrkZvksa 
dks dkWy izkIr djus ;ksX; fdlh Hkh ih-lh- ij baVjusV osQ ekè;e ls 
ckr djus dh lqfo/k iznku djrh gS\

Delhi Police Const. 11/12/2020 (Shift-III)
(a)	U;wtxzqi	 (b)	baLVsaV eSlsftax
(c)	baVjusV VsyhiQksuh	 (d)	baVjusV fjys pSV

	103.	 fuEufyf[kr esa ls fdl izdkj dh baVjusV lsokvksa osQ fy, osQcy ;k 
iQksu ykbuksa dh vko';drk ugha gksrh gS\

Delhi Police Const. 14/12/2020 (Shift-II)
(a)	ISDN	 (b)	Mk;y vi
(c)	lSVsykbV	 (d)	DSL

	104.	 fuEufyf[kr esa ls dkSu oaQI;wVj dk fo'oO;kih flLVe gS\
Delhi Police Const. 14/12/2020 (Shift-II)

(a)	Intranet	 (b)	Website
(c)	Webpage	 (d)	Internet

	105.	 baVjusV osQ lanHkZ esa ------------- ,d lpZ batu ugha gSA
Delhi Police Const. 14/12/2020 (Shift-III)

(a)	www.google.com	 (b)	www.bing.com
(c)	www.somaiya.com	(d)	www.yahoo.com

	106.	 baVjusV ij dE;wfuosQ'ku osQ fy, fdl izksVksdkWy dk iz;ksx djrs gSa\
Delhi Police Const. 15/12/20 (Shift-I))

(a)	SNMP	 (b)	TCP/IP
(c)	DMZ	 (d)	DNS

	107.	 fuEufyf[kr esa ls dkSu&lh baVjusV }kjk iznku dh tkus okyh ,d 
lapkj lsok gS\ 

Delhi Police Const. 15/12/20 (Shift-II)
(a)	,iQ-Vh-ih- (FTP)
(b)	xksiQj (Gopher)
(c)	bZ&esy (E-mail)
(d)	;wfVfyVh oaQI;wfVax (Utility Computing)

	108.	 fuEufyf[kr esa ls dkSu&lk fodYi] baVjusV lalk/uksa osQ fo'kky 
MsVkcsl tSls fd oscistst] U;wtxzqIl] izksxzkEl] bestst vkfn dks 
lanfHkZr djrk gS] vkSj oYMZ okbM osc ij lwpukvksa dk irk yxkus 
esa enn djrk gS\

Delhi Police Const. 15/12/20 (Shift-II)
(a)	osc loZj	 (b)	lpZ batu
(c)	osc czkmtj	 (d)	osclkbV

	109.	 baLVSaV eSlsftax (IM) lsok;sa fuEufyf[kr esa ls fdl Js.kh dh lsokvksa 
esa vkrh gS\ 

Delhi Police Const. 16/12/20 (Shift-II)
(a)	osc lsok;sa	 (b)	oYMZ okbM osc
(c)	lwpuk iqu% izkfIr	 (d)	lapkj

	110.	 WWW (oYMZ okbM osc) dk vfo"dkj fdlus fd;k Fkk\
Delhi Police Const. 01/12/20 (Shift-II)

(a)	fVe cuZlZ yh	 (b)	fcy xsV~l
(c)	,yu V~;wfjax	 (d)	LVho tkWCl

	111.	 W3C dk iw.kZ :i D;k gS\
Delhi Police Const. 08/12/20 (Shift-I)

(a)	 World Wide Web Consortium
(b)	 World Wide Web consolidation
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(c)	 World Wise Web Consortium
(d)	 World Wise Web Consolidation

	112.	 ----------- baVjusV ij ,d lwpuk LFkku gS ftlesa MkWD;wesaV vkSj vU; 
lalk/u laxzghr fd, tkrs gSaA

Delhi Police Const. 14/12/20 (Shift-I)
(a)	oYMZ okbM osc	 (b)	izksVksdkWy
(c)	iQkby ,DlIyksjj	 (d)	osc czkmtj

	113.	 oYMZ okbM osc dh 'kq:vkr fdl o"kZ ls gqbZ\
Delhi Police Const. 14/12/2020 (Shift-II)

(a)	1959	 (b)	1989
(c)	1969	 (d)	1979

	114.	 vkil esa lacaf/r osc istksa dk ,d laxzg dgykrk gS&
Delhi Police Const. 08/12/2020 (Shift-III)

(a)	DykbaV	 (b)	osclkbV
(c)	lpZ batu	 (d)	loZj

	115.	 fuEufyf[kr Mksesu uke foLrkjksa (,DlVsa'kUl) dk muls lacaf/r 
ifjHkk"kkvksa ls feyku djsaA

Delhi Police Const. 09/12/2020 (Shift-III)
1.	 .gov	 A.	ljdkjh ,tsafl;k¡
2.	 .org	 B.	usVooZQ laxBu
3.	 .edu	 C.	xSj ykHkdkjh laxBu
4.	 .net	 D.	'kSf{kd laxBu
(a)	1-C, 2-A, 3-D, 4-B	(b)	1-A, 2-D, 3-C, 4-B
(c)	1-A, 2-C, 3-D, 4-B	(d)	1-D, 2-C, 3-A, 4-D

	116.	 baVjusV ij fn[kkbZ nsus okys bysDVªkWfud istksa dks -------- osQ uke ls 
tkuk tkrk gSA

Delhi Police Const. 11/12/2020 (Shift-I)
(a)	gkMZ dkWi	 (b)	fizaV fd, gq, istst
(c)	dyj istst	 (d)	osc istst

	117.	 osc czkmtj vkSj muosQ foozsQrkvksa osQ lanHkZ esa fn, x, fodYiksa esa 
ls dkSu&lk fodYi] lwph&1 osQ enksa dk lwph&2 osQ enksa osQ lkFk 
lcls vPNk feyku djrk gS\
	 lwph&1		 lwph&2
i.	 baVjusV ,DlIyksjj	 (a)	eksftYyk iQkmaMs'ku
ii.	 liQkjh	 (b)	ekbozQkslkÝV
iii.	lh eaoQh	 (c)	,Iiy

Delhi Police Const. 27/11/2020 (Shift-I)
(a)	(i)-(a); (ii)-(c); (iii) - (b)
(b)	(i)-(b); (ii)-(c); (iii)-(a)
(c)	 (i) - (a); (ii) - (b); (iii)-(c)
(d)	(i) - (b); (ii) - (a); (iii) - (c)

	118.	 ozQkse czkmtj esa ykLV VSc esa tkus osQ fy, fdl 'kkVZ dV dh dk 
iz;ksx djrs gSa\

Delhi Police Const. 28/11/2020 (Shift-I)
(a)	Ctrl + 9	 (b)	Ctrl + 0
(c)	Ctrl + L	 (d)	Alt + 9

	119.	 ozQkse czkmtj esa orZeku esa [kqys VSc dks can djus osQ fy, fuEufyf[kr 
esa ls fdl dh&cksMZ 'kkVZdV dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 28/11/2020 (Shift-II)

(a)	Ctrl + C	 (b)	Alt + C
(c)	Alt + W	 (d)	Ctrl + W

	120.	 ozQkse czkmtj esa MkmuyksM foaMks [kksyus osQ fy, fuEufyf[kr esa ls 
fdl dh&cksMZ 'kkVZdV dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 01/12/2020 (Shift-II)
(a)	Ctrl + J	 (b)	Ctrl + D
(c)	Alt + J	 (d)	Alt + D

	121.	 ozQkse czkmtj esa orZeku VSc osQ nk;ha vksj osQ czkmtj VSc dks lfozQ; 
djus osQ fy,] fuEufyf[kr esa ls fdl dh&cksMZ 'kkVZdV dk mi;ksx 
fd;k tkrk gS\

Delhi Police Const. 01/12/2020 (Shift-III)
(a)	Alt $ ysÝV ,jks	 (b)	CTRL + ist vi
(c)	CTRL $ jkbV ,jks	 (d)	CTRL + ist Mkmu

	122.	 ozQkse czkmtj esa nkb± vksj izR;sd [kqys VSc esa tkus osQ fy,] fuEufyf[kr 
esa ls fdl dh&cksMZ 'kkVZdV dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 02/12/2020 (Shift-I)
(a)	Alt + Tab	 (b)	Ctrl + N
(c)	Alt + N	 (d)	Ctrl + Tab

	123.	 ozQkse czkmtj esa budkWfXuVks (izkbosV) eksM esa ,d ubZ foaMks [kksyus 
osQ fy,] fuEufyf[kr esa ls fdl dh&cksMZ 'kkVZdV dk mi;ksx fd;k 
tkrk gS\

Delhi Police Const. 02/12/2020 (Shift-III)
(a)	CTRL + N	 (b)	CTRL + Shift + N
(c)	Alt + CTRL + N	 (d)	CTRL + P

	124.	 ozQkse czkmtj esa ckb± vksj izR;sd [kqys VSc esa tkus osQ fy,] fuEufyf[kr 
esa ls fdl dh&cksMZ 'kkVZdV dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 03/12/2020 (Shift-II)
(a)	Alt + Tab	 (b)	Ctrl + Shift + Tab
(c)	Alt + L	 (d)	Ctrl + L

	125.	 ozQkse czkmtj esa osc ist dk lkslZ dksM ns[kus osQ fy, fuEufyf[kr 
esa ls fdl dh&cksMZ 'kkVZdV dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 08/12/2020 (Shift-I)
(a)	CTRL + S	 (b)	ALT + U
(c)	ALT + S	 (d)	CTRL + U

	126.	 vkWfEuckWDl (Omnibox) ykxw djus okyk igyk osc czkmtj --------
-------- FkkA

Delhi Police Const. 11/12/2020 (Shift-II)
(a)	eksftyk iQk;jiQkWDl	 (b)	xwxy ozQkse
(c)	liQkj	 (d)	ykbDl

	127.	 ,d lpZ batu fuEufyf[kr esa ls fdlosQ ekè;e ls ,Dlsl fd;k 
tkrk gS\

Delhi Police Const. 16/12/2020 (Shift-III)
(a)	osc ist	 (b)	osclkbV
(c)	osc loZj	 (d)	osc czkmtj

	128.	 fuEufyf[kr izksVksdkWy dk muosQ fooj.kksa osQ lkFk feyku djsaA
Delhi Police Const. 11/12/2020 (Shift-I)

1.	 http	 A.	 bldk iz;ksx TCP/IP dusD'ku ij ykWfxu 
djus osQ fy, fd;k tkrk gSA
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2.	 FTP	 B.	 bl izksVksdkWy dk iz;ksx baVjusV esa vkSj futh 
usVoDlZ osQ vanj iQkbyksa osQ LFkkukarj.k osQ 
fy, fd;k tkrk gSA

3.	 Telnet	 C.	 ;g forfjr vkSj lg;ksxh gkbij ehfM;k 
lwpuk iz.kkyh osQ fy, iz;ksx fd;k tkus okyk 
,IyhosQ'ku izksVksdkWy gSA

(a)	1-B, 2-A, 3-C	 (b)	1-A, 2-B, 3-C
(c)	1-A, 2-C, 3-B	 (d)	1-C, 2-B, 3-A

	129.	 baVjusV izksVksdkWy osQ lanHkZ esa TCP/IP dk iw.kZ :i D;k gS\
Delhi Police Const. 14/12/2020 (Shift-I)

(a)	Vªkalfe'ku oaQVªksy izksVksdkWy ,aM baVªkusV izksVksdkWy
(b)	Vªkalfe'ku oaQVªksy izksVksdkWy ,aM baVjus'kuy izksVksdkWy
(c)	Vªkalfe'ku oaQVªksy izksVksdkWy ,aM baVjusV izksVksdkWy
(d)	VªkaliQj oaQVªksy izksVksdkWy ,aM baVjusV izksVksdkWy

	130.	 ,d loZj ls nwljs loZj ij eSlst Hkstus osQ fy, cgqr lh bZ&esy 
iz.kkfy;k¡ ----------- izksVksdkWy dk iz;ksx djrh gSaA

Delhi Police Constable, 14/12/2020 (Shift-I)
(a)	HTTP	 (b)	ARP
(c)	ICMP	 (d)	SMTP

	131.	 fuEufyf[kr esa ls D;k ,d lpZ batu ugha gS\
Delhi Police Const. 27/11/2020 (Shift-III)

(a)	vkLd	 (b)	;kgw
(c)	liQkjh	 (d)	fcax

	132.	 fuEufyf[kr esa ls csesy dk p;u djsaA
Delhi Police Const. 09/12/2020 (Shift-III)

(a)	liQkjh	 (b)	iQkby ,DlIyksjj
(c)	eksftyk	 (d)	baVjusV ,DlIyksjj

	133.	 ----------- ,d ohfM;ks dkUizsaQflax ,si ugha gSA
Delhi Police Const. 10/12/2020 (Shift-I)

(a)	Rediffmail	 (b)	WebEx
(c)	Zoom	 (d)	GoToMeeting

	134.	 lcls igys fodflr fd;k x;k lpZ batu fuEufyf[kr esa ls dkSu&lk Fkk\
Delhi Police Const. 10/12/2020 (Shift-II)

(a)	;kgw	 (b)	fcax
(c)	xwxy	 (d)	vkphZ

	135.	 fuEufyf[kr esa ls D;k lpZ batUl }kjk lfp±x osQ fy, iz;ksx fd;k 
tkus okyk Vwy ugha gS\

Delhi Police Const. 10/12/2020 (Shift-III)
(a)	URL	 (b)	lpZ ,Yxksfjne
(c)	ozQkWyj	 (d)	baMsDlj

	136.	 fuEufyf[kr esa ls vlaxr dk pquko djsaA
Delhi Police Const. 15/12/2020 (Shift-III)

(a)	xwxy gSaxvkmV	 (b)	liQkjh
(c)	eksftyk iQk;jiQkWDl	 (d)	xwxy ozQkse

	137.	 fuEufyf[kr esa ls dkSu&lh ?kj ;k dk;kZy; esa fiQDLM baVjusV izkIr 
djus dh ,d fof/ gS\

Delhi Police Const. 07/12/2020 (Shift-II)
(a)	eksckby czkWMcSaM
(b)	futh okbZ iQkbZ

(c)	fMftVy lClozQkbcj ykbu
(d)	lkoZtfud okbZ iQkbZ

	138.	 ----------- mPp xfr dk baVjusV ,Dlsl iznku djrk gSA
Delhi Police Const. 07/12/2020 (Shift-III)

(a)	ISP	 (b)	Dial up
(c)	Broadband	 (d)	TCP

	139.	 fuEu esa ls E-banking dk og dkSu lk flLVe gS] ftlosQ ekè;e 
ls dksbZ O;fDr ;k iQeZ bysDVªkWfud :i ls fdlh nwljs O;fDr ;k iQeZ 
dks iQ.M VªkaliQj dj ldrk gS] ftuosQ cSad czkap ns'k esa ml Ldhe 
dk fgLlk gks\

Delhi Police Const. 09/12/2020 (Shift-I)
(a)	NEFT	 (b)	E-governance
(c)	E-commerce	 (d)	E-ticketing

	140.	 fuEufyf[kr fodYiksa esa ls dkSu&lk fodYi ,d e-service 
(bZ&lsok) ugha gS\

Delhi Police Const. 15/12/2020 (Shift-III)
(a)	,e&dkWelZ	 (b)	bZ&dkWelZ
(c)	bZ&yfu±x	 (d)	fo|qr

	141.	 MkWVsM&Msfley uksVs'ku esa] ,d vkbZ-ih- (IP) otZu 4 ,Mªsl dks Bhd 
--------- MkWV (-) flacy dk mi;ksx djosQ n'kkZ;k tkrk gSA

Delhi Police Const. 01/12/2020 (Shift-III)
(a)	pkj	 (b)	nks
(c)	rhu	 (d)	ik¡p

	142.	 ,d IP otZu 4 ,Mªsl ---------- yack gksrk gSA
Delhi Police Const. 03/12/2020 (Shift-I)

(a)	16 ckbV~l	 (b)	32 ckbV~l
(c)	32 fcV~l	 (d)	74 fcV~l

	143.	 ,d vkbZ-ih- (IP) ,Mªsl dks le>us ;ksX; iQkesZV esa fu:fir djus osQ 
fy,] vkerkSj ij fuEufyf[kr esa ls fdl uksVs'ku dk mi;ksx fd;k 
tkrk gS\

Delhi Police Const. 07/12/2020 (Shift-I)
(a)	ckbujh uksVs'ku	 (b)	gsDlkMsfley uksVs'ku
(c)	MkWVsM&Msfley uksVs'ku	 (d)	vkWDVy uksVs'ku

	144.	 IPV6 izksVksdkWy ,Mªsl dh lkbt D;k gS\
Delhi Police Const. 15/12/2020 (Shift-I)

(a)	128 fcV~l	 (b)	34 fcV~l
(c)	68 fcV~l	 (d)	255 fcV~l

	145.	 baVjusV ij --------------- dk iz;ksx URL dks IP ,Mªsl esa ifjofrZr 
djus osQ fy, fd;k tkrk gSA

Delhi Police Const. 16/12/2020 (Shift-I)
(a)	Mksesu use ls'ku	 (b)	Mksesy use flLVe
(c)	Mksesu use flLVe	 (d)	Mksuse use flLVe

	146.	 gkse ist] fdlh osc lkbV dk --------- ist gksrk gSA
Delhi Police Const. 02/12/2020 (Shift-II)

(a)	igyk	 (b)	osQ ckjs esa (about)
(c)	vafre	 (d)	eè;

	147.	 fuEufyf[kr esa ls D;k URL (;w-vkj-,y-) dk ,d Hkkx ugha gS\
Delhi Police Const. 03/12/2020 (Shift-II)
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(a)	izksVksdkWy	 (b)	Mksesu ,Mªsl
(c)	Dosjh fLVªax	 (d)	vbZ-ih- ,Mªsl

	148.	 fuEufyf[kr esa ls dkSu&lk] fofHkUu lacaf/r osc istksa dk ,d osaQnzh; 
LFkku gS\

Delhi Police Const. 07/12/2020 (Shift-II)
(a)	lpZ batu	 (b)	osc czkmtj
(c)	osc gksLV	 (d)	osclkbV

	149.	 fuEufyf[kr esa ls dkSu&lk] baVjusV ij fn[kkbZ nsus okys izR;sd osc 
ist ls tqM+s fof'k"V ,Mªsl dks lanfHkZr djrk gS\

Delhi Police Const. 08/12/2020 (Shift-II)
(a)	URL	 (b)	HTTP
(c)	FTP	 (d)	WWW

	150.	 URL 'kCn dk D;k vFkZ gS\
Delhi Police Const. 08/12/2020 (Shift-III)

(a)	Unique Reference Line
(b)	Universal Resource Line
(c)	Unidentified Resource Locator
(d)	Uniform Resource Locator

	151.	 baVjusV ij] ,d gksLV ls nwljs gksLV dks iQkby LFkkukarfjr djus osQ 
fy,] fuEufyf[kr esa ls fdl izksVksdkWy dk mi;ksx fd;k tkrk gS\

Delhi Police Const. 01/12/2020 (Shift-I)
(a)	IP	 (b)	FTP
(c)	TCP	 (d)	UPP

	152.	 bZ&cSafoaQx lsokvksa osQ lanHkZ esa NEFT dk iw.kZ :i D;k gS\
Delhi Police Const. 10/12/2020 (Shift-III)

(a)	us'kuy bysDVªkWfud iaQM~l VªkliQksesZ'ku
(b)	us'kuy bysDVªkWfud iaQM~l VªkaliQj
(c)	us'kuy ,fyesaVªh iaQM~l VªkaliQj
(d)	usfVo bysDVªkWfud iaQM~l VªkaliQj

	153.	 bZ&cSfoaQx lsokvksa osQ lanHkZ esa IMPS dk iw.kZ :i D;k gS\
Delhi Police Const. 11/12/2020 (Shift-III)

(a)	bfefM,V isM lfoZl
(b)	baLVsaV isesaV lfoZl
(c)	bfefM,V isesaV lkWY;w'ku
(d)	bfefM,V isesaV lfoZl

	154.	 baVjusV osQ laca/ esa] laf{kIr uke ISP dk iw.kZ :i D;k gS\
Delhi Police Const. 14/12/2020 (Shift-III)

(a)	baVjuy lfoZl izksokbMj
(b)	baVªkusV lfoZl izksokbMj
(c)	baVjus'kuy lfoZl izksokbMj
(d)	baVjusV lfoZl izksokbMj

	155.	 HTTPS 'kCn dk vFkZ (iw.kZ uke) gS\
Delhi Police Const. 27/11/2020 (Shift-II)

(a)	gkbij VsDLV VªkaliQj izksVksdkWy flD;ksj
		  (Hyper Text Transfer Protocol Secure)

(b)	gkbij VsDLV Vªkalys'ku izksVksdkWy lfoZl
		  (Hyper Text Tranlation Protocol Service)

(c)	gkbij VsDLV VªkaliQj izksVksdkWy lfoZl
		  (Hyper Text Transfer Protocol Service)

(d)	gkbij VsDLV Vªkalys'ku izksVksdkWy flD;ksj
		  (Hyper Text Translation Protocol Secure)
	156.	 IMAP ,d email lacaf/r izksVksdkWy gSA IMAP dk iw.kZ :i D;k 

gS\
Delhi Police Const. (03/12/2020 (Shift-II))

(a)	Internet Media Access Protocol
(b)	Intranet Media Access Protocol
(c)	Internet Message Access Protocol
(d)	Intranet Message Access Protocol

1. (a) 2. (b) 3. (b) 4. (d) 5. (b) 6. (d) 7. (b) 8. (b) 9. (d) 10. (c)
11. (d) 12. (b) 13. (a) 14. (c) 15. (a) 16. (b) 17. (b) 18. (c) 19. (c) 20. (c)
21. (d) 22. (b) 23. (d) 24. (d) 25. (b) 26. (a) 27. (d) 28. (c) 29. (a) 30. (c)
31. (d) 32. (b) 33. (d) 34. (c) 35. (a) 36. (c) 37. (c) 38. (a) 39. (a) 40. (b)
41. (b) 42. (d) 43. (d) 44. (c) 45. (c) 46. (a) 47. (d) 48. (a) 49. (b) 50. (a)
51. (d) 52. (c) 53. (a) 54. (a) 55. (a) 56. (d) 57. (b) 58. (d) 59. (a) 60. (d)
61. (d) 62. (d) 63. (b) 64. (d) 65. (d) 66. (b) 67. (d) 68. (b) 69. (b) 70. (d)
71. (c) 72. (b) 73. (b) 74. (c) 75. (d) 76. (b) 77. (b) 78. (c) 79. (b) 80. (c)
81. (b) 82. (b) 83. (c) 84. (b) 85. (a) 86. (c) 87. (c) 88. (c) 89. (d) 90. (d)
91. (a) 92. (a) 93. (b) 94. (c) 95. (d) 96. (d) 97. (a) 98. (a) 99. (a) 100. (a)

101. (a) 102. (c) 103. (c) 104. (d) 105. (c) 106. (b) 107. (c) 108. (b) 109. (d) 110. (a)
111. (a) 112. (a) 113. (b) 114. (b) 115. (c) 116. (d) 117. (b) 118. (a) 119. (d) 120. (a)
121. (d) 122. (d) 123. (b) 124. (b) 125. (d) 126. (b) 127. (d) 128. (d) 129. (c) 130. (d)
131. (c) 132. (b) 133. (a) 134. (d) 135. (a) 136. (a) 137. (c) 138. (c) 139. (a) 140. (d)
141. (c) 142. (c) 143. (c) 144. (a) 145. (c) 146. (a) 147. (d) 148. (d) 149. (a) 150. (d)
151. (b) 152. (b) 153. (d) 154. (d) 155. (a) 156. (c)

mRrjekyk
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A to Z Shortcut Keys
Shortcuts Keys Operation
Ctrl dk mi;ksx djosQ 'kkWVZdV oqaQft;k¡
Ctrl + A Select All 
Ctrl + B Bold (in Word, Excel, Power point & 

Other)
Ctrl + 2 Bold (in MS Excel)
Ctrl + Insert/
Ctrl+C

Copy to clipboard

Ctrl + D Font Default setting / Font Option (In 
MS WORD)

Ctrl + D Duplicate object (Shape, Pictures) 
(Power Point & Excel)

Ctrl + E Centre Alignment
Ctrl + F Open Find Box Dialogue Box 
Ctrl + F Navigation Pane
Ctrl + G Go to Dialogue Box || Find, Replace, 

Goto Dialogue Box
F5 Go to Dialogue Box || Find, Replace, 

Goto Dialogue Box
Ctrl + H Replace || Find, Replace, Goto Dia-

logue Box
Ctrl + I Italic Font (in Word, Excel, Power 

point & Other)
Ctrl + J Justify Paragraph Alignment
Ctrl + Shift + J Force Justify
Ctrl + K Hyperlink
Ctrl + L Left Alignment (in MS Word & Power 

Point)
Ctrl + L / Ctrl 
+ T

Create Table (in MS Excel)

Ctrl + M Indent the Paragraph to the Right (in 
MS Word)

Ctrl + Shift + M Remove Paragraph Indent
Ctrl + M New Slide (in MS Power Point)
Ctrl + N New Document in MS Word/ New 

Workbook in MS Excel/ New Presen-
tation in MS Power point

Ctrl + O Open Dialogue Box

Ctrl + F12 Open Dialogue Box
Ctrl + P Print 
Ctrl + Shift + 
F12

Choose the print command

Ctrl + F2 Print Preview
Alt + Ctrl + I Print Preview
Ctrl + Q Remove Paragraph Formatting
Ctrl + R Right Alignment (in MS Word & 

Power Point)
Ctrl + R Fill the active cell with active cell to 

the right
Ctrl + S Save a file
Shift + F12 Save a file
Ctrl + T Creating a Hanging Indentation (IN 

MS WORD)
Ctrl + Shift + T Remove a Hanging Indent (IN MS 

WORD)
Ctrl + T Create Table (IN MS EXCEL)

Font Dailog Box (In PowerPoint)
Ctrl + U Underline
Ctrl + Shift + D For Double Underline
Ctrl + Shift + W Underline Except Spaces
Ctrl + V Paste 
Shift + Insert Paste
Ctrl + W Close file
Ctrl + F4 Close the active document
Ctrl + X Cut
Ctrl + Y Redo change the previous action by 

undo
Ctrl + Z Undo the previous action
Ctrl + Shift + S Apply Style in MS Word
Ctrl + Shift + F Font Style change
Ctrl + Shift + C Format Copy from a text
Ctrl + Shift + V Format Paste on a text
Ctrl + Shift + P Font Size Change 
Ctrl + Alt + V Paste Special 
Ctrl + Alt + D Endnote in MS Word
Ctrl + Alt + F Footnote in MS Word

9 'kkWVZdV dht
Shortcut Keys
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Ctrl + Alt + S To split/finish a document window 
Ctrl + 1 Single Line Spacing (In MS Word)
Ctrl + 2 Double Line Spacing (In MS Word)
Ctrl + 5 1.5 Line Spacing (By Default) (In MS 

Word)
Ctrl + 1 Format Cells (In MS Excel)
Ctrl + 2 Bold (In MS Excel)
Ctrl + 3 Italic (In MS Excel)
Ctrl + 4 Underline (In MS Excel)
Ctrl + 5 Strikethrough (In MS Excel)
Ctrl + F1 Show & Hide Ribbon
Ctrl + Shift + > Increase Font Size by font list
Ctrl + Shift + < Decrease Font Size by font list
Ctrl + ] Increase Font Size by 1 Point
Ctrl + [ Decrease Font Size by 1 point
Ctrl + shift + (–) Subscript {H2O}
Ctrl + Shift + (+) Superscript {102}
Ctrl + Mouse 
Click

Select Multiple Object / Select Sen-
tence

Shift + Arrow To Select Text Left, Right, Up, Down
Ctrl + Shift 
+ Right / Left 
Arrow

To Select a Word

Ctrl + Shift + 
Up/Down Arrow

To Select a complete Line

Ctrl + Left 
Arrow

Move cursor one word to the left

Ctrl + Right 
Arrow

Move  cursor one word to the right

Ctrl + Up Arrow To move the cursor up one paragraph.
Ctrl + Down 
Arrow

To move the cursor down one para-
graph.

Delete Delete a file, folder, images etc. 
Ctrl + Del Delete the word to the right of the 

cursor
Backspace To remove a character or letter from 

left hand side
Ctrl + Backspace Delete the word to the left of the cur-

sor
Ctrl + End Move the cursor to the end of the 

document
Ctrl + Home Move the cursor to the beginning of 

the document 
Shift + F5 To Begin The slide show from the cur-

rent slide (PowerPoint)
F5 Slide show from begining
Ctrl + Shift + F6 Open Preview Window [In MS Word]
Ctrl + F10 Maximizes or restores Window 

Ctrl + F12 Open Document [In Word]
Alt + F File Menu
Alt + H Home Menu
Alt + N Insert Menu
Alt + G Design Menu
Alt + JI Draw Menu
Alt + P Layout Menu
Alt + S References Menu (In MS Word)
Alt + S Slide show tab (In Power Point)
Alt + M Mailings (In Word) 
Alt + M Formulas (In Excel)
Alt + A Data Menu (in MS Excel)
Alt + A Animation tab (In Power Point)
Alt + R Review Menu
Alt + W View Menu
Alt + F4 Close the active document
Alt + Shift + D Insert the current date (In MS Word)
Alt + Shift + T Insert the current time (In MS Word)
Alt + Enter Wrap Text (In Excel)
Alt + F4 Shut Down Computer, Exit files, 

folder
Alt + F6 / Ctrl 
+ F6

Switch to the open files in word/excel/
power point

Alt + F8 Macros
Alt + Ctrl + 
Delete

For Task Manager (Three button 
command)

Alt + Space For Active Minimize, Maximize, 
Restore

Alt + Enter For view Properties a file or folder
Alt + Tab Switch Applications to Right Hand
Alt + Shift + Tab Switch Applications to Left Hand
Shift + F3 Change Case
Shift + Tab Return to previous box
Shift + Delete Permanent Delete
Shift + F7 Thesaurus check in MS Office
Shift + F10 Open Right Click Menus | To Open 

Context Menu
F1 Open Help
F2 Rename Files or Folder, Edit Active 

Cell in MS Excel 
F3 To Active Search Option in Browser, 

Windows
F4/ Alt + F4 Close Active Window, Shut Down
F5 Refresh Button, Refresh Folder Con-

tent List, Reload Page or Document 
window in Browsers

F6 Take Cursor in Address Bar
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F7 Spelling and grammar check in MS 
office

F8 Start Safe Mode in MS Excel 
F9 Send and Receive E-mails in Outlook
F10 Highlights Menu Bar
F11 Open or Close Full Screen Mode
F11 For Insert Chart in MS Excel
F12 Open Save As Window in Word 
Window + R For Run Command
Window + E For Open This PC / My Computer 

Folder / File Explorer

Window + D For Hide/ Unhide all present time 
open applications

Window + I For open computer setting
Window + L Lock Your PC
Window + Shift 
+ S

For Screenshot

Ctrl + Shift + N New Folder
Esc Cancel a command / stop processing / 

stop slideshow / Close Dialogue Box
Tab To increase / For Jump to Next Box 
Delete (In any 
word processing 
software)

To remove a character or letter from 
right hand side
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A
	� AAC: Advanced Audio Coding.
	� AHA: Accelerated Hub Architecture.
	� ALGOL: Algorithmic Language.
	� ABR: Average Bit Rate.
	� AD: Active Directory.
	� ALU: Arithmetic Logic Unit.
	� AMR: Audio Modem Riser/Adaptive Multi Rate
	� ASP: Application Service Provider/Active Server Pages.
	� AST: Abstract Syntax Tree..
	� API: Application Programming Interface.
	� AVC: Advanced Video Coding.
	� AVI: Audio-Video Interleave.
	� AWT: Abstract Window ToolKit.
	� ARPANET: Advanced Research Projects Agency 
Network.

	� ASCII: American Standard Code for Information 
Interchange.

B
	T BER: Bit Error Rate.
	T BFD: Binary File Descriptor.
	T BGP: Border Gateway Protocol.
	T BIN: Binary.
	T BASIC: Beginner's All-Purpose Symbolic Instruction 

Code.
	T BCD: Binary Coded Decimal.
	T BINAC: Binary Internal Numeric Automatic Computer.
	T BIOS: Basic Input/Output System.
	T BPS: Bits Per Second.
	T BMP: Basic Multilingual Plane.
	T BT: BitTorrent/Bluetooth.
	T BW: Bandwidth.

C
	T CAI: Computer-Aided/Assisted Instruction.
	T CC: Compiler/Carbon Copy.
	T CAD: Computer-Aided Design/ Drafting
	T CD: Compact Disc/Change Directory.
	T CDMA: Code Division Multiple Access.
	T CD-RW: Compact Disc – Rewritable.
	T CGA: Color Graphics Adapter.
	T CD-ROM: Compact Disc–Read-Only Memory.

10 oaQI;wVj 'kCnkoyh
Computer Abbreviation

	T CGI: Common Gateway Interface/Computer– 
Generated Imagery.

	T CLI: Command Line Interface.
	T COBOL: Common Business Oriented Language.
	T CIFS: Common Internet File System.
	T CIM: Computer Intergrated Manufacturing
	T CPU: Central Processing Unit.
	T CRS: Computer Reservation System.
	T CTL: Computation Tree Logic.
	T CTS: Clear to Send/Common Type System
	T CUA: Common User Access.
	T CTCP: Client–to–Client Protocol.

D
	T DAT: Digital Audio Tape.
	T DB: DataBase.
	T DDR: Double Data Rate.
	T DES: Data Encryption Standard.
	T DFD: Data Flow Diagram.
	T DAP: Directory Access Protocol.
	T DFS: Distributed File System.
	T DBMS: Database Management System.
	T DHTML: Dynamic Hyper Text Markup Language.
	T DVE: Digital Video Effects.
	T DNS: Domain Name System.
	T DOS: Disk Operating System.
	T DPI: Dots Per Inch.
	T DLP: Digital Light Processing.
	T DMA: Direct Memory Access.
	T DSL: Digital Subscriber Line/Domain–Specific 

Language.
	T DVI: Digital Visual Interface.
	T DVR: Digital Video Recorder.
	T DVD-R: Digital Versatile Disc – Recordable.
	T DTE: Data Terminal Equipment.
	T DVD: Digital Versatile Disc/Digital Video Disc.

E
	T EUC: Extended Unix Code.
	T EST: Electrostatic Discharge/ Expressed Sequence Tag
	T EBCDIC: Extended Binary Coded Decimal Interchange 

Code.
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	T EEPROM: Electrically Erasable Programmable Read 
Only memory.

	T ENIAC: Electronic Numerical Integrator and Computer.
	T EOL: End of Line.
	T EOM: End of Message.
	T EPROM: Erasable Programmable Read-Only Memory.
	T EIGRP: Enhanced Interior Gateway Routing Protocol.
	T EM: Electronic Mail.

F
	T FS: File System.
	T FTP: File Transfer Protocol.
	T FAT: File Allocation Table.
	T FDC: Floppy Disk Controller.
	T FHS: File Hierarchy System.
	T FPU: Floating Point Unit.
	T FDD: Floppy Disk Drive.
	T FIFO: First In First Out.

G
	T GPRS: General Packet Radio Service.
	T GPU: Graphics Processing Unit.
	T GB: Gigabyte.
	T GIGO: Garbage In Garbage Out.
	T GCR: Group Code Recording.
	T GDI: Graphics Device Interface.

H
	T HTM: Hierarchical Temporal Memory.
	T HTML: Hypertext Markup Language.
	T HTTP: Hypertext Transfer Protocol.
	T HAL: Hardware Abstraction Layer.
	T HID: Human Interface Device.
	T HIG: Human Interface Guidelines.
	T HD: High Density/High Definition
	T HDD: Hard Disk Drive.
	T HHD: Hybrid Hard Drive.
	T HTX: Hyper Transport Expansion.
	T HVD: Holographic Versatile Disk.
	T HZ: Hertz.

I
	T ICP: Internet Cache Protocol.
	T ICT: Information and Communication Technology.
	T IDL: Interface Definition Language.
	T IDE: Integrated Development Environment/Integrated 

Drive Electronics.
	T IE: Internet Explorer.
	T IMAP: Internet Messaging Access Protocol.
	T I/O: Input/Output.
	T IP: Internet Protocol.
	T IBM: International Business Machines.
	T IC: Integrated Circuit.
	T ICMP: Internet Control Message Protocol.

	T IIOP: Internet Inter-ORB-Protocol.
	T IM: Instant Messaging.
	T IPC: Inter-Process Communication.
	T IPP: Internet Printing Protocol.
	T IPTV: Internet Protocol Television.
	T IPX: Internetwork Packet Exchange.
	T IRC: Internet Relay Chat.
	T IRDA: Infrared Data Association.
	T IRQ: Interrupt Request.
	T ISC: Internet Storm Center / Internet Systems 

Consortium
	T IT: Information Technology.
	T ISOC: Internet Society.
	T ISP: Internet Service Provider.
	T ISR: Interrupt Service Routine.

J
	T JPEG: Joint Photographic Experts Group.
	T JRE: Java Runtime Environment.
	T JSP: Java Server Pages.
	T J2EE: Java 2 Enterprise Edition.
	T J2ME: Java 2 Micro Edition.
	T J2SE: Java 2 Standard Edition.

K
	T KHz: Kilohertz.
	T KB: Kilobyte.
	T Kbps: KiloBytes per second.
	T KVM: Keyboard, Video (monitor), Mouse.

L
	T LSB: Least Significant Bit.
	T LAN: Local Area Network.
	T LED: Light-Emitting Diode.
	T LIFO: Last In First Out.

M
	T MBCS: Multi Byte Character Set.
	T MBR: Master Boot Record.
	T MICR: Magnetic Ink Character Recognition.
	T MAN: Metropolitan Area Network.
	T Mb: Megabit.
	T MB: Megabyte.
	T MMU: Memory Management Unit.
	T MMX: Multi-Media Extensions.
	T MNG: Multiple-image Network Graphics.
	T MIPS: Million Instructions Per Second.
	T MIME: Multipurpose Internet Mail Extensions.
	T MHz: Megahertz.
	T MSB: Most Significant Bit.
	T MS-DOS: Microsoft Disk Operating System.

N
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	T NOP: NO Operation.
	T NOS: Network Operating System.
	T NT (Windows): New Technology.
	T NFS: Network File System.
	T NIC: Network Interface Card
	T NNTP: Network News Transfer Protocol.
	T NTP: Network Time Protocol.

O
	T OS: Operating System.
	T OSS: Open Source Software.
	T OCR: Optical Character Recognition.
	T OOP: Object-Oriented Programming.
	T OPML: Outline Processor Markup Language.

P
	T PC: Personal Computer.
	T PCB: Printed Circuit Board.
	T PC DOS: Personal Computer Disk Operating System.
	T PAN: Personal Area Network.
	T PAP: Password Authentication Protocol.
	T PCI: Peripheral Component Interconnect.
	T PCIe: Peripheral Component Interconnect Express.
	T PCL: Printer Command Language.
	T PIO: Programmed Input/Output.
	T PLC: Power Line Communication /  Program-mable 

Logic Controller.
	T PGA: Pin Grid Array.
	T PHP: Hypertext Preprocessor.
	T POST: Power-On Self-Test.
	T PPC: Power PC.
	T PPI: Pixels Per Inch.
	T PPP: Point-to-Point Protocol.
	T PPPoE: PPP over Ethernet.
	T PSU: Power Supply Unit.

Q
	T QFP: Quick File Access.
	T QFP: Quad Flat Package.
	T QoS: Quality of Service.

R
	T RAM: Random Access Memory.
	T RARP: Reverse Address Resolution Protocol.
	T RADIUS: Remote Authentication Dial-In User Service.
	T RDBMS: Relational Database Management System.
	T RF: Radio Frequency.
	T RTOS: Real-Time Operating System.
	T RIP: Routing Information Protocol.
	T ROM: Read-Only Memory.
	T ROMB: Read-Out Motherboard.
	T ROM-DOS: Read Only Memory-Disk Operating System.

S
	T SDN: Software Defined Networking
	T SDR: Software-Defined Radio.
	T SATA: Serial Advanced Technology Attachment.
	T SAX: Simple API for XML.
	T SCSI: Small Computer System Interface.
	T SFTP: Secure/Simple File Transfer Protocol.
	T SPI: Serial Peripheral Interface.
	T SQL: Structured Query Language.
	T SIMD: Single Instruction, Multiple Data.
	T SIMM: Single In-line Memory Module.
	T SMBIOS: System Management BIOS.
	T SMTP: Simple Mail Transfer Protocol.

T
	T TDMA: Time Division Multiple Access.
	T TTA: Time Triggered Architecture/ Transport Triggered 

Architecture
	T TB: TeraByte.
	T TCP/IP: Transmission Control Protocol / Internet 

Protocol.
	T TTL: Transistor-Transistor-Logic.
	T TTY: Teletypewriter.

U
	T UI: User Interface.
	T UL: Unordered List
	T UART: Universal Asynchronous Receiver Transmitter.
	T URN: Uniform Resource Name.
	T USB: Universal Serial Bus.
	T UTF: Unicode Transformation Format.

V
	T VB: Visual Basic.
	T VBA: Visual Basic for Applications (Analysis)
	T VBS: Visual Basic Scripting.
	T VFAT: Virtual File Allocation Table.
	T VGA: Video (Vitrual) Graphics Array.
	T VT: Virtual Terminal/Vacuum Tube
	T VGCT: Video Graphics Character Table.
	T VM: Virtual Memory/Virtual Machine
	T VOD: Video On Demand.
	T VoIP: Voice Over Internet Protocol.
	T VPN: Virtual Private Network.

W
	T WAN: Wide Area Network.
	T WAP: Wireless Access Protocol/ Wireless Application 

Protocol.
	T Wi-Fi: Wireless Fidelity.
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	T WSDL: Web Services Description Language.
	T WUSB: Wireless Universal Serial Bus.
	T WWID: World Wide Identifier.
	T WWW: World Wide Web.
	T WINS: Windows Internet Naming Service.
	T WMA: Windows Media Audio.
	T WMV: Windows Media Video.
	T WPA: Wi-Fi Protected Access.

X
	T XAML: Extensible Application Markup Language.

	T XHTML: Extensible Hypertext Markup Language.
	T XSL: Extensible Stylesheet Language.
	T XML: Extensible Markup Language.
	T XMMS: X MultiMedia System.

Z
	T ZIFS: Zero Insertion Force Socket.
	T ZISC: Zero Instruction Set Computer.
	T ZMA: Zone Multicast Address.
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Cyber Security
	� Cyber Security loZj eksckby fMokbl] bysDVªkWfud flLVe usVodZ 
dks nqHkkZoukiw.kZ geyksa ls cpkus @ lkbcj flD;ksfjVh ls vfHkçk; ,d 
rjg dh baVjusV flD;ksfjVh ls gS] tks vkidks eSyos;j] gSdlZ] ;k fdlh 
vU; rjg osQ lkbcj geyksa ls cpkrh gSA

		  Father of Cyber Security: Bob Thomas

Goals of Cyber Security (lkbcj lqj{kk osQ y{;)

	� MsVk dh xksiuh; :i ls j{kk djukA
	� MsVk dh v•aMrk dks cuk, j•ukA
	� vf/Ñr mi;ksxdrkZvksa osQ fy, MsVk dh miyC/rk dks c<+kok nsukA 

Types of Cyber Attacks (lkbcj geyksa osQ çdkj)

	� Web-based Attacks – fdlh osclkbV ;k osc ,IyhosQ'ku ij 
gksus okys geysA

	� oqQN egÙoiw.kZ osc vk/kfjr geysA
	 1.	 Injection Attacks
	 2.	 DNS Spoofing
	 3.	 Session Hijacking 
	 4.	 Phishing 
	 5.	 Brute Force

	� System-based Attacks – ;s geys daI;wVj ;k daI;wVj usVodZ 
dks çHkkfor djrs gSaA

		  Types of System Based Attacks – 
	 1.	 Virus	 2.	Worm
	 3.	 Trojan Horse	 4.	Backdoors
	 5.	 Bots	 6.	Zero-Day
	 7.	 Man in the middle attack
	 8.	 Malware (Virus, Trozans, Spyware, Adware, etc.)
1. Virus
		 daI;wVj ok;jl ,d daI;wVj çksxzke gS tks Lo;a dh çfrfyfi cukdj] 

Lokeh dh vuqefr ;k tkudkjh osQ fcuk] fdlh daI;wVj dks laØfer 
dj ldrk gSA daI;wVj ok;jl ,d fo'ks"k çdkj osQ lkWÝVos;j çksxzke 
gksrs gSa ftUgsa daI;wVj dks gkfu igq¡pkus osQ mís'; ls cuk;k tkrk gS 
;g ok;jl ;wtj dh vuqefr osQ fcuk gh daI;wVj dks laØfer dj 
MsVk dks fMyhV dj nsrk gS vkSj uqdlku igqapkrk gS bls ekyos;j vkSj 
,Mos;j Hkh dgk tkrk gSA

	� ok;jl ,d }s"kiw.kZ lkWÝVos;j gSA
	� ;g ;wtj dh vuqefr osQ fcuk daI;wVj dks laØfer djrk gSA

	� ;g eseksjh vkSj bUVjusV osQ ekè;e ls iQSyrk gSA
	� ok;jl gkMZos;j dks uqdlku ugha igqapkrk gSA
	� ok;jl dk iwjk uke- Vital Information Resources Under Seige
	� ;g ,d çdkj dk lkWÝVos;j gh gksrk gSA
	� ok;jl osQ vkfo"dkjd ÚsM dksgsu rFkk okWu U;weSu gSA

		 oqQN ok;jl osQ uke fuEufyf•r gSa&

		 1. ozQhij 2. ekbdy ,atsyks] 3. Mydoom, 4. Columbus 5. 
ts#lye] 6. Brain Virus (Basit and Amjad Farooq Alvi), 
7. Con Ficker, 8. vUuk oqQfuZdksok 9. vkbZ yo ;w I LOVE YOU 
ok;jl (Onel de Guzman)

	 1.	 Øhij& igyk okLrfod daI;wVj ok;jl 
1971 esa ckWc FkkWel }kjk cuk;k x;k FkkA 
bls ¶Øhij¸ ok;jl dgk tkrk Fkk vkSj 
bls ,d ç;ksxkRed Lo&çfrÑfr dk;ZØe 
osQ :i esa fMtkbu fd;k x;k FkkA Øhij 
ok;jl us vk/qfud baVjusV osQ iwoZorhZ ARPANET dks laØfer 
fd;k] vkSj lans'k çnf'kZr fd;k] ¶eSa Øhij gw¡] vxj rqe idM+ 
ldks rks eq>s idM+ yks!¸ js VkWefyalu] tks bZesy ij vius dke osQ 
fy, csgrj tkus tkrs gSa] us Øhij ok;jl dks gVkus osQ fy, igyk 
,aVhok;jl çksxzke] ^jhij* cuk;kA

Malware
		 ekyos;j (Malware) ,d çdkj dk nqHkkZoukiw.kZ lkWÝVos;j 

(Malicious Software) gksrk gS ftls daI;wVj] usVodZ] ;k vU; 
fMokbl dks uqdlku igqapkus] tkudkjh pqjkus] ;k vokafNr dk;Z djus 
osQ fy, fMtkbu fd;k x;k gSA ekyos;j dbZ çdkj osQ gksrs gSa] ftuesa 
ok;jl] oElZ] Vªkstu gkWlZ] Lik;os;j] ,Mos;j] vkSj jSuleos;j 'kkfey 
gSaA

		 Lik;os;j (Spyware): Lik;os;j ,d çdkj dk ekyos;j gksrk gS 
tks mi;ksxdrkZ dh xfrfof/;ksa dks fuxjkuh djrk gS vkSj tkudkjh dks 
pqiosQ ls gSdj dks Hkstrk gSA bldk mi;ksx O;fDrxr tkudkjh tSls 
ikloMZ] ØsfMV dkMZ uacj] vkfn pqjkus osQ fy, fd;k tk ldrk gSA

		 jSuleos;j (Ransomware): jSuleos;j ,d çdkj dk ekyos;j 
gS tks ihfM+r osQ MsVk dks ,fUØIV dj nsrk gS vkSj mls okil nsus osQ 
fy, fiQjkSrh dh ekax djrk gSA ;fn fiQjkSrh dk Hkqxrku ugha fd;k 
tkrk] rks MsVk dks fMyhV ;k lkoZtfud fd;k tk ldrk gSA

2. Worm
	� daI;wVj oeZ ,d çdkj dk eSyos;j gS tks daI;wVj ls daI;wVj esa Lo;a 
dh çfr;k¡ iQSykrk gSA

11 lkbcj lqj{kk] eSyos;j ,oa ,aVhok;jl
Cyber Security, Malware and Antivirus
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	� Computer Worm usVodZ esa E-mail, web page & Chat 
Message osQ }kjk vklkuh ls nwljs daI;wVj esa iSQy tkrs gSaA

	� Types of worm – Email Worms, Instant Message and 
chat room worms, Internet Worms, File Sharing Worms

3. Trojan (Vªkstu)
	� Vªkstu dk ç;ksx O;fDrxr tkudkjh pqjkus] ikloMZ dks rksM+us osQ fy, 
fd;k tk ldrk gSA

	� ;g daI;wVj ok;jl dh rjg dkWih ugha cukrk ijarq nwljs ok;jl osQ 
fy, jkLrk •ksyrk gSA

		 oqQN lqçfl¼ Vªkstu
		 Storm Kyrill	 Emotet
		  I LOVE YOU	 Stuxnet
		 Time Bomb	 Logical Bomb
		  Worm		  Boot Sector Virus
		  Macros Virus	 Script Virus
		  Trojan Horse	 Crypto Locker

Anti Virus
	� ok;jl ls cpus osQ fy, ,aVhok;jl dk bLrseky gksrk gSA
	� ,aVhok;jl lkWÝVos;j dks ,aVh&ekyos;j lkWÝVos;j osQ :i esa tkuk tkrk 
gS] eSyos;j lkWÝVos;j dk irk yxkus] jksdus vkSj gVkus osQ fy, ç;ksx 
fd;k tkus okyk daI;wVj lkWÝVos;j gSA

		 oqQN ,aVhok;jl fuEufyf•r gSa&

		  1. MCA free	 2. Kaspersky 	 3. Avast
		  4. Bitdefender	 5. AVG 	 6. Norton
		  7. 360 Security 	 8. Clean Master	 9. Zone Alarm
		  10. Quick Heal	 11. Avira	 12. Panda
		  13. K-7	 14. Ahnlab	 15. F-Secure
Preventive Measures/Cyber Safety Tips
	 1.	 vKkr Senders ls çkIr gksus okyh dksbZ bZ&esy vVSpesaV u •ksysa

	 2.	 vifjfpr ;k lansgiw.kZ osclkbV ij uk tk,¡

	 3.	 lkoZtfud LFkkuksa ij vlqjf{kr okbZiQkbZ usVodZ dk mi;ksx djus ls 
cpsaA

	 4.	 [kkrksa vkSj midj.kksa osQ fy, etcwr] vf}rh; ikloMZ dk mi;ksx 
djsa 

	 5.	 vius ,aVhok;jl lkWÝVos;j vkSj vkWijsfVax flLVe dks viMsVsM j•sa 

Firewall
	� ,d futh usVodZ osQ 
vuf/Ñr mi;ksx dks 
jksdus ;k cukus osQ 
fy, fMtkbu fd;k 
x;k flLVe

		 iQk;jokWy fu;eksa osQ 
,d lsV osQ vk/kj ij usVodZ Vªkalfe'ku dks vuqefr nsus ;k vLohdkj 
djus osQ fy, lkWÝVos;j vkSj gkMZos;j fMokbl nksuksa dk la;kstu gSA

	� dEI;wfVax esa] iQk;jokWy ,d usVodZ lqj{kk ç.kkyh gS tks iwoZ fu/kZfjr 
lqj{kk fu;eksa osQ vk/kj ij budfeax vkSj vkmVxksbax usVodZ VªSfiQd 
dh fuxjkuh vkSj fu;a=k.k djrh gSA

Internet Firewall
Home 

Network

Virus/Malicious Code ok;jl@nqHkkZoukiw.kZ dksM

	� eSyos;j tks •qn dh udy djrk gS vkSj vkiosQ daI;wVj vkSj iQkbyksa 
dks laØfer djrk gS� -VIRUS

	� ,d ok;jl tks ,aVh&ok;jl lkWÝVos;j dks gVk ldrk gS mls dgk 
tkrk gS� -Retrovirus

	� ,fIyosQ'ku lkWÝVos;j esa iQSyus okys ok;jl dks dgk tkrk gS
� -Macro Virus

	� igyk cwV lsDVj ok;jl dkSu lk gS� -Brain
	� igys daI;wVj ok;jl dk uke D;k gS� -Creeper
	� ok;jl dh igpku djus osQ fy, bLrseky fd;k tk ldus okyk 
iSVuZ D;k dgykrk gS� -Virus Signature

	� eSyos;j tks •qn dks nksgjkrk gS vkSj vkiosQ usVodZ esa nwljs daI;wVj 
ij •qn dks Hkstrk gS� -Worm

	� lkWÝVos;j tks mi;ksxh gksus dk fn•kok djrk gS ysfdu okLro esa 
eSyos;j gS� -Trojan Horse

	� tc lkbcj vijk/h vkils laosnu'khy tkudkjh çkIr djus dh 
dksf'k'k djrs gSa] tSls ØsfMV dkMZ uacj vkSj ikloMZ�-Phishing 

	� vkbZih ,Mªsl@Mh,u,l@bZ&esy (lacaf/r vijk/)� - Spoofing 
	� vokafNr cYd esy� - Spam
	� ,d O;fDr tks daI;wVj flLVe rd voS/ igq¡p çkIr djrk gS mls 
dgk tkrk gS� -Hacker

	� ;g lkWÝVos;j esa ,d Nsn gS fMtkbuj }kjk NksM+k x;k�-Trap Door
	� fdlh fo'ks"k frfFk ;k le; osQ nkSjku ok;jl gksrk gS ftls dgk 
tkrk gS� -Time Bomb

	 1.	 OgkbV gSV gSdlZ% ;s ,fFkdy gSdlZ gksrs gSa tks flLVe vkSj usVodZ 
dh lqj{kk tkapus osQ fy, dke djrs gSaA

		  mís';% lqj{kk detksfj;ksa dh igpku djuk vkSj mUgsa Bhd djukA
		  mnkgj.k% lqj{kk daifu;ksa osQ deZpkjh] ,fFkdy gSfdax çfr;ksfxrkvksa 

osQ çfrHkkxhA
	 2.	 CySd gSV gSdlZ% ;s gSdlZ vuSfrd gksrs gSa vkSj voS/ xfrfof/;ksa 

osQ fy, flLVe vkSj usVodZ dks vojksf/r djrs gSaA
		  mís';% O;fDrxr ykHk osQ fy, MsVk pksjh] flLVe dks uqdlku 

igqapkuk] ;k foÙkh; ykHkA

		  mnkgj.k% lkbcj vijk/h] MsVk pksjA

	 3.	 xzs gSV gSdlZ% ;s gSdlZ OgkbV vkSj CySd gSV osQ chp vkrs gSa] tks 
fcuk vuqefr osQ flLVe dks vojksf/r dj ldrs gSa ysfdu uqdlku 
igqapkus dk bjknk ugha j•rsA

		  mís';% lqj{kk detksfj;ksa dh igpku djuk] dHkh&dHkh iqjLdkj ;k 
ç'kalk osQ fy,A

		  mnkgj.k% Lora=k lqj{kk 'kks/drkZA
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	 4.	 fLØIV fdMht% ;s ukSflf•, gSdlZ gksrs gSa tks vius Lo;a osQ dksM 
osQ ctk; nwljksa }kjk fy•s x, fLØIV vkSj VwYl dk mi;ksx djrs gSaA

		  mís';% vkerkSj ij è;ku vkdf"kZr djuk ;k euksjatuA

		  mnkgj.k% vuqHkoghu ;qok gSdlZA

	 5.	 xzhu gSV gSdlZ% ;s ukSflf•, gSdlZ gksrs gSa tks lh•us vkSj vius 
dkS'ky dks lq/kjus dh dksf'k'k dj jgs gSaA

		  mís';% gSfdax dh nqfu;k esa vuqHko çkIr djukA

		  mnkgj.k% 'kq#vkrh lqj{kk mRlkghA

	 6.	 Cyw gSV gSdlZ% ;s gSdlZ ckgjh lqj{kk fo'ks"kK gksrs gSa ftUgsa flLVe 
dh lqj{kk ijh{k.k djus osQ fy, cqyk;k tkrk gSA

		  mís';% lqj{kk detksfj;ksa dh igpku vkSj ijh{k.kA

		  mnkgj.k% ekbØkslkWÝV Cyw gSV lEesyu esa Hkkx ysus okys gSdlZA

	 7.	 jsM gSV gSdlZ% ;s gSdlZ mu CySd gSV gSdlZ dks jksdus osQ fy, 
dke djrs gSa tks vuSfrd xfrfof/;ksa esa 'kkfey gSaA

		  mís';% CySd gSV gSdlZ dks jksduk vkSj mUgsa uqdlku igqapkukA

		  mnkgj.k% ,fFkdy gSdlZ tks vkØked lqj{kk rduhdksa dk mi;ksx 
djrs gSaA

	 8.	 gSfDVfoLV~l% ;s gSdlZ fdlh jktuhfrd ;k lkekftd ,tsaMk osQ 
leFkZu esa flLVe dks vojksf/r djrs gSaA

		  mís';% vius fopkjksa dk çpkj djuk vkSj è;ku vkdf"kZr djukA

		  mnkgj.k% vuksfuel (Anonymous) lewgA
	 9.	 LVsV&LikWUlMZ gSdlZ% ;s gSdlZ ljdkjh ,tsafl;ksa ;k jk"Vªksa }kjk 

çk;ksftr gksrs gSaA

		  mís';% jk"Vªh; lqj{kk] tklwlh] vkSj lkbcj ;q¼A

		  mnkgj.k% jk"Vª&jkT; gSfdax lewg tSls APT28 (iQSalh cs;j)A
	 10.	 dkWikZsjsV gSdlZ% ;s gSdlZ fdlh daiuh ;k laxBu osQ fy, dke djrs 

gSaA

		  mís';% O;kikfjd jgL;ksa dh pksjh] çfrLi/kZ esa c<+r gkfly djukA

		  mnkgj.k% vkS|ksfxd tklwlA

RANSOMWARE
	� ;g ,d eSyos;j gS] ;g daI;wVj dks laØfer djrk gS vkSj mi;ksxdrkZvksa 
dh igq¡p dks çfrcaf/r djrk gSA

	� bls vuykWd djus osQ fy, fiQjkSrh nh tkrh gSA
	� lkbcj vijk/h ihfM+rksa ls muosQ daI;wVj ;k MsVk rd igq¡p iqu% çkIr 
djus osQ fy, fiQjkSrh dh ek¡x djrs gSaA

	� igyk jSuleos;j ,M~l Vªkstu (AIDS Trojan) o"kZ 1989 esa Joseph 
L. Popp (Harvard-trained evolutionary biologist) }kjk 
fy[kk x;kA

		 Example – WannaCry, CryptoLocker, Cryptowall, 
Locky and Teslacrypt.

	� LiwfiQax] fLufÝiQax vkSj fiQf'kax rhu çdkj osQ lkbcj geys gSa ftudk 
mís'; MsVk pksjh] /ks•k/M+h] ;k usVodZ esa ?kqliSB djuk gksrk gSA

LiwfiQax (Spoofing)
		 LiwfiQax ,d ,slk rjhdk gS ftlesa ,d geykoj fdlh oS/ lzksr dk 

:i /kj.k djosQ /ks•k/M+h djrk gSA bldk mís'; mi;ksxdrkZ dks 

èkks•k nsuk gksrk gS rkfd os viuh laosnu'khy tkudkjh tSls ikloMZ] 
ØsfMV dkMZ uacj] vkfn lk>k djsaA LiwfiQax osQ fofHkUu çdkj gks ldrs 
gSa] tSls% E-mail Spoofing, IP Spoofing, Website Spoofing

	� bZesy LiwfiQax% ;gka geykoj fdlh Hkjkslsean O;fDr ;k daiuh osQ uke 
ls udyh bZesy Hkstrk gSA

	� vkbZih LiwfiQax% blesa geykoj ,d oS/ vkbZih ,Mªsl dk bLrseky 
djosQ usVodZ esa ?kqliSB djus dh dksf'k'k djrk gSA

	� osclkbV LiwfiQax% udyh osclkbV cukbZ tkrh gS tks ,d oS/ osclkbV 
dh rjg fn•rh gS] rkfd mi;ksxdrkZ viuh tkudkjh ntZ djsaA

fLufÝiQax (Sniffing)
		 fLufÝiQax ,d usVodZ fuxjkuh rduhd gS ftlesa geykoj usVodZ 

VªSfiQd dks baVjlsIV vkSj ,ukykbt djrk gSA bldk mís'; laosnu'khy 
MsVk] tSls ykWfxu ØsMsaf'k;Yl] ØsfMV dkMZ uacj] vkfn dks idM+uk 
gksrk gSA fLufÝiQax osQ nks eq[; çdkj gksrs gSa%

	� iSflo fLufÝiQax% blesa geykoj osQoy usVodZ VªSfiQd dks ekWfuVj 
djrk gS vkSj MsVk oSQIpj djrk gSA

	� ,fDVo fLufÝiQax% blesa geykoj usVodZ VªSfiQd dks çHkkfor djus 
;k cnyus dh dksf'k'k djrk gSA

	� fLufÝiQax lwpuk: lHkh iSosQV VSfiax iQksu rkjksa dks oSQIpj djus 
(fLuiQlZ) (Protect=VPN)

fiQf'kax (Phishing)
	� /ks•k/M+h osQ bZesy ;k osclkbVksa osQ ekè;e ls mi;ksxdrkZvksa ls 
laosnu'khy tkudkjh çkIr djus dh dksf'k'kA

	� fiQf'kax ,d çdkj dk lkbcj geyk gS ftlesa geykoj udyh bZesy] 
osclkbV] ;k lans'k dk mi;ksx djosQ mi;ksxdrkZvksa dks /ks•k nsus dh 
dksf'k'k djrk gS rkfd os viuh laosnu'khy tkudkjh lk>k djsaA

fiQf'kax osQ oqQN lkekU; çdkj
	� bZesy fiQf'kax% blesa mi;ksxdrkZ dks udyh bZesy Hksts tkrs gSa tks 
fdlh oS/ laxBu ls çrhr gksrs gSaA

	� oSQV (CAT) fiQf'kax: ,d çdkj dh vkWuykbu /ks•k/M+h gS ftlesa 
dksbZ O;fDr iQthZ igpku ;k udyh çksiQkby dk mi;ksx djosQ fdlh 
vU; O;fDr osQ lkFk vkWuykbu laca/ ;k ckrphr cukus dh dksf'k'k 
djrk gSA  

	� fLef'kax (Smishing) fiQf'kax : bl çdkj osQ fiQf'kax esa SMS 
;k VsDLV eSlst dk mi;ksx fd;k tkrk gSA lans'kksa esa fyad ;k iQksu uacj 
gksrs gSa] tks ;wtj dks /ks•k/M+h osclkbVksa ij ys tkrs gSa ;k laosnu'khy 
tkudkjh çkIr djus dk ç;kl djrs gSaA

	� Lih;j fiQf'kax% blesa O;fDrxr :i ls VkjxsV fd, x, bZesy Hksts 
tkrs gSa tks mi;ksxdrkZ osQ ckjs esa O;fDrxr tkudkjh dk mi;ksx djrs 
gSaA

	� Ogsfyax (Whaling) fiQf'kax : Ogsfyax ,d çdkj dk Lih;j fiQf'kax 
gksrk gS] ysfdu blesa mPp çksiQkby O;fDr;ksa tSls CEO] CFO vkfn 
dks fu'kkuk cuk;k tkrk gSA

	� best fiQf'kax% best fiQf'kax (Image Phishing) ,d çdkj dk 
lkbcj geyk gS ftlesa /ks•sckt (fiQ'kj) mi;ksxdrkZvksa dks /ks•k nsus 
osQ fy, Nfo;ksa (images) dk mi;ksx djrs gSaA blesa vkerkSj ij ,d 
udyh ;k iQthZ osclkbV ;k bZesy lans'k 'kkfey gksrk gS] tks iwjh rjg 
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ls vlyh fn•us okyh Nfo;ksa dk mi;ksx djosQ rS;kj fd;k tkrk gSA 
bldk mís'; mi;ksxdrkZ dh O;fDrxr tkudkjh] tSls ikloMZ] ØsfMV 
dkMZ fMVsYl] ;k vU; laosnu'khy MsVk dks pksjh djuk gksrk gSA

	� fof'kax (Vishing) Phishing: fof'kax esa fiQf'kax iQksu dkWy osQ 
ekè;e ls dh tkrh gSA geykoj •qn dks fdlh oS/ laLFkk dk çfrfuf/ 
crkdj laosnu'khy tkudkjh çkIr djus dk ç;kl djrk gSA

	� lks'ky ehfM;k fiQf'kax% bl çdkj esa lks'ky ehfM;k IysViQkWElZ dk 
mi;ksx djosQ fiQf'kax vVSd fd;k tkrk gSA geykoj udyh çksiQkby 
cukdj ;k eSlst osQ ekè;e ls ;wtlZ ls laosnu'khy tkudkjh ekaxrs gSaA

	� Dyksu fiQf'kax (Clone Phishing): blesa] geykoj ,d oS/ 
bZesy ;k osclkbV dh Dyksfuax djrs gSa vkSj mlesa FkksM+s ls cnyko 
osQ lkFk mls ;wtlZ dks Hkstrs gSaA ;wtj dks yxrk gS fd og ,d oS/ 
lzksr ls laokn dj jgk gS] tcfd okLro esa mldh tkudkjh pksjh gks 
jgh gksrh gSA

	� ,aXyj fiQf'kax (Angler Phishing): bl çdkj osQ fiQf'kax esa 
lks'ky ehfM;k dk mi;ksx djosQ ;wtlZ dks /ks•k fn;k tkrk gSA 
geykoj lks'ky ehfM;k ij udyh dLVej lfoZl vdkmaV cukrs gSa 
vkSj ;wtlZ ls laosnu'khy tkudkjh ekaxrs gSaA

	� lpZ batu fiQflax: bls 'kksVZ esa SEO PHISING dgk tkrk gS] 
blosQ }kjk Phishers ,d udyh osclkbV cukdj lpZ batu ij jSad 
djkrs gSaA

	� fof'kax (Vishing): ;g okW;l fiQf'kax gS] ftlesa geykoj iQksu 
dkWy dk mi;ksx djrs gSaA

	� fLef'kax (Smishing): ;g ,l,e,l fiQf'kax gS] ftlesa VsDLV 
eSlst dk mi;ksx gksrk gSA

	� Skimming: ØsfMV dkMZ Ldhfeax fMokbl vkiosQ ØsfMV ;k MsfcV 
dkMZ ij yxs pqacdh; iêðh dks rc i<+rk gS tc vki bls ,Vh,e] 
isVªksy iai ;k vU; fcØh osQUæ ij dkMZ jhMj esa Mkyrs gSaA

Phishing ls cpus osQ mik;

	¡ vutku bZ&esy u [kksysa
	¡ Urgent Action ls cpsa 
	¡ •jkc xzkej ;k Lisfyax ,jj okys esy ls cpsa 
	¡ lafnX/@vatku fyad (Links)
	¡ O;fDrxr tkudkjh 'ks;j uk djsaA
	¡ OTP uk crk,a

Cyber Stalking
		 lkbcj LVkWfdax (Cyber Stalking): ,d çdkj dk vkWuykbu 

mRihM+u gS ftlesa fdlh O;fDr dks baVjusV] lks'ky ehfM;k] bZesy] 
;k vU; fMftVy ekè;eksa dk mi;ksx djosQ ckj&ckj Mjkus] /edkus] 
;k ijs'kku djus osQ fy, VªSd fd;k tkrk gSA ;g O;ogkj fdlh dh 
O;fDrxr tkudkjh dks bdêòk djus] mls /edkus] ;k mls ekufld 
:i ls çrkfM+r djus osQ mís'; ls fd;k tk ldrk gSA

		 Cyber Bulling: iQslcqd ;k vU; lks'ky usVofdZax lkbV~l ij 
v'kksHkuh; desaV @ /edh nsuk@ etkd cukuk vkfnA

		 Key-Loggers: ykWxbu ikloMZ vkSj vU; laosnu'khy tkudkjh dks 
çkIr djus osQ fy, vkiosQ ihlh ij vkiosQ }kjk Vkbi dh tkus okyh 
gj pht dk fjdkWMZ djrk gSA

Cyber Attacks
Malware
		  Backdoors: geykoj lqj{kk esa ekStwn •kfe;ksa dks njfdukj djosQ 

fcuk çkf/dj.k osQ mPp&Lrjh; igqap çkIr dj ysrs gSaA

		  Bots: ;g ,d Lopkfyr lkWÝVos;j ,IyhosQ'ku gS tks geykoj osQ 
vkns'k ij nwjLFk LFkkuksa ij nqHkkZoukiw.kZ dk;Z djrk gSA cksV~l ,d ,slk 
çksxzke gS tks y{; osQ ihlh rd fjeksV ,Dlsl çnku djrk gSA geykoj 
:V&ysoy ,Dlsl çkIr djrk gS vkSj MsVk dk 'kks"k.k djrk gSA

		  jSaleos;j (Ransomware)% eSyos;j dk ,d çdkj tks ihfM+r 
osQ MsVk dks ,fUØIV djrk gS vkSj fMfØI'ku oqaQth osQ fy, Hkqxrku 
(vkerkSj ij fØIVksdjsalh esa) ekaxrk gSA

		  SQL batsD'ku (SQL Injection): blesa geykoj fdlh osclkbV 
osQ MsVkcsl esa nqHkkZoukiw.kZ SQL dksM Mkyrk gS rkfd og laosnu'khy 
MsVk rd igqap losQ ;k mls cny losQA

		 geykoj nqHkkZoukiw.kZ SQL dksM Mkydj osclkbV dh MsVkcsl ijr esa 
detksfj;ksa dk iQk;nk mBkrs gSa] ftlls mUgsa MsVk ns•us ;k mlesa gsjiQsj 
djus dh vuqefr feyrh gSA

		 fØIVkstSfdax (Cryptojacking): blesa geykoj fdlh nwljs 
O;fDr osQ daI;wVj lalk/uksa dk mi;ksx voS/ :i ls fØIVksdjsalh 
ekbfuax osQ fy, djrk gSA

		 iQkWeZtSfdax (Form jacking): ;g iQkWeZ ls tkudkjh pqjkus osQ 
fy, tkokfLØIV dk mi;ksx djosQ osclkbV osQ iQkWeZ i`"Bksa dk 'kks"k.k 
djrk gSA

		 ØkWl&lkbV fLØfIVax (XSS): blesa geykoj fdlh osclkbV osQ 
buiqV {ks=k esa fLØIV Mkyrk gS] tks mi;ksxdrkZvksa osQ czkmtj esa pyrh 
gS vkSj laosnu'khy tkudkjh pksjh djrh gSA

	� geykoj nwljksa }kjk ns•s tkus okys osc istksa esa nqHkkZoukiw.kZ fLØIV 
batsDV djrs gSa] ftlls MsVk pksjh ;k lkbV dk fo:i.k gks ldrk gSA@ 

	� ;g SQL batsD'ku osQ leku gh gSA osQoy varj ;g gS fd SQL 
batsD'ku MsVkcsl dks laØfer djrk gS ysfdu XSS oscist ij vkus 
okys mi;ksxdrkZ dks laØfer djrk gSA ;g Mk;ufed osc ist ij 
laØfer dksM Hkstdj fd;k tkrk gSA dHkh&dHkh ;g mi;ksxdrkZvksa 
dks >wBh osclkbV ij jhMk;jsDV Hkh dj ldrk gSA

		 Zero-day Exploit: ,d ,slk geyk tks lkWÝVos;j ;k gkMZos;j 
esa igys ls vKkr detksjh dk iQk;nk mBkrk gS] blls igys fd mls 
iSp fd;k tk,A

		  Advanced Persistent Threat (APT): ,d yack vkSj 
yf{;r lkbcj geyk ftlesa geykoj usVodZ rd vuf/Ñr igq¡p 
çkIr djrs gSa vkSj yacs le; rd fcuk igpkus jg tkrs gSaA

		 ;s tfVy vkSj yacs le; rd pyus okys geys gksrs gSa] tgka geykoj 
/hjs&/hjs flLVe esa ços'k djrk gS vkSj yacs le; rd jgrk gS rkfd 
laosnu'khy MsVk dh pksjh dj losQA

		 Insider Attack: ,d geyk tks laxBu osQ Hkhrj ls gksrk gS] 
vDlj fdlh vlarq"V deZpkjh ;k vf/Ñr igq¡p okys fdlh O;fDr 
lsA

	� laxBu osQ Hkhrj O;fDr tkucw>dj ;k vutkus esa MsVk dks la'kksf/r 
;k gVk nsrs gSaA
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		 Session Hijacking: geykoj mi;ksxdrkZ osQ l=k Vksdu dks pqjk 
ysrs gSa] ftlls os mi;ksxdrkZ dk çfr:i.k dj ldrs gSa vkSj flLVe 
rd vuf/Ñr igq¡p çkIr dj ldrs gSaA

		  Drive by Download: tc dksbZ mi;ksxdrkZ fdlh le>kSrk ;k 
nqHkkZoukiw.kZ osclkbV ij tkrk gS] rks mlosQ fMokbl ij fcuk mldh 
tkudkjh osQ nqHkkZoukiw.kZ dksM MkmuyksM gks tkrk gS] ;g dksM vkiosQ 
fMokbl dks gkbZtSd dj ysrk gS vkSj vkiosQ dksM ls le>kSrk dj 
ysrk gSA

		 Eavesdropping attack: gSdj vlqjf{kr usVodZ esa çokfgr 
gksus okys MsVk lapkj ij utj j•rk gSA bl çdkj osQ geys dks 
fLufiQax ;k Luwfiax osQ uke ls Hkh tkuk tkrk gSA

		 Password Attack: geykoj fdlh mi;ksxdrkZ osQ ikloMZ dks 
cyiwoZd (lHkh laHkkoukvksa dks vktekdj) ;k midj.kksa dk mi;ksx 
djosQ ØSd djus dk ç;kl djrs gSaA tkWu n fjij] gS'koSQV tSls ikloMZ 
ØSfdax Vwy vijkf/;ksa dks blesa lgk;rk djrs gSaA

		 Brute Force Attack: blesa geykoj lHkh laHkkfor ikloMZ 
la;kstuksa dks vktekdj lgh ikloMZ dk vuqeku yxkrk gSA@ geykoj 
ikloMZ dk vuqeku yxkus osQ fy, Lopkfyr Vwy dk mi;ksx djrs gSa] 
tc rd fd mUgsa lgh ikloMZ u fey tk,] rc rd lHkh laHkkfor 
la;kstuksa dks vktekrs gSaA

		 Password Spraying: geykoj fdlh ,d •krs osQ ikloMZ 
dk vuqeku yxkus osQ ctk;] lkekU; ;k fMiQkWYV ikloMZ dk mi;ksx 
djosQ dbZ •krksa rd igq¡pus dk ç;kl djrs gSaA

		 Dictionary Attack: blesa geykoj ikloMZ dh ,d lwph dk 
mi;ksx djrk gS vkSj bls y{; ij vktekrk gSA

		 fMD'kujh vVSd esa vkerkSj ij bLrseky fd, tkus okys mi;ksxdrkZ 
ikloMZ dh lwph dk mi;ksx djosQ ikloMZ ;k ,fUØI'ku oqaQth dks 
rksM+us dk ç;kl fd;k tkrk gSA

		 Social Engineering: blesa geykoj yksxksa dks /ks•s ls tkudkjh 
nsus osQ fy, çsfjr djrk gS] tSls fd fiQf'kax] ckbfVax] ;k çhVsfDLVax 
osQ tfj,A

		 geykoj vDlj ,d Hkjkslsean bdkbZ osQ :i esa çLrqr gksdj xksiuh; 
tkudkjh dk •qyklk djus ;k lqj{kk ls le>kSrk djus okyh xfrfof/;k¡ 
djus osQ fy, O;fDr;ksa dks gsjiQsj djrs gSaA

		 DoS Attack (Denial of Service): blesa fdlh flLVe ;k 
usVodZ dks brus vf/d vuqjks/ Hksts tkrs gSa fd og mi;ksxdrkZvksa osQ 
fy, vuqiyC/ gks tkrk gSA

		 ,sls geys tks fdlh flLVe] usVodZ ;k osclkbV ij VªSfiQd dks bruk 
c<+k nsrs gSa fd og bLrseky djus yk;d ugha jg tkrkA

		 DDoS Attack (Distributed Denial of Service): ;g 
DoS vVSd dk ,d mUur :i gS] tgka dbZ flLVe ,d lkFk feydj 
y{; ç.kkyh dks can djus dk ç;kl djrs gSaA

		 DoS dk ,d T;knk 'kfDr'kkyh :i] tgk¡ dbZ le>kSrk fd, x, 
flLVe (vDlj ,d ckWVusV) ,d gh y{; ij geyk djrs gSaA

		 Man-in-the-middle Attacks eSu&bu&n&fefMy geys% 
blesa geykoj nks i{kksa osQ chp lapkj dks baVjlsIV djosQ laosnu'khy 
tkudkjh çkIr djrs gSaA

		 geykoj nks i{kksa osQ chp lapkj dks ckf/r djrs gSa vkSj mudh 
tkudkjh osQ fcuk mlesa cnyko djrs gSaA

		 DNS Spoofing: ;g ,d çdkj dh lqj{kk gSfdax gS tks Mksesu 
uke ç.kkyh dks nwf"kr djrh gSA geykoj DNS oSQ'k esa udyh MsVk 
çLrqr djrk gSA DNS oSQ'k cnys esa loZj dks xyr IP irk ykSVkrk 
gSA DNS LiwfiQax geykoj dks VªSfiQd dks geykoj }kjk j•h xbZ >wBh 
osclkbV ij ys tkus esa enn djrh gSA

		 Credential Reuse: vijk/h bl ckr dk iQk;nk mBkrs gSa fd 
yksx vyx&vyx osclkbV osQ fy, ,d tSls ikloMZ bLrseky djrs 
gSaA gSdlZ fdlh gSd dh xbZ osclkbV osQ ØsMsaf'k;y dk nksckjk 
bLrseky djosQ nwljh osclkbV ij ekStwn tkudkjh rd igq¡prs gSaA

		  Birthday Attack: cFkZMs vVSd (Birthday Attack) ,d 
çdkj dk fØIVksxzkfiQd vVSd gS ftldk mi;ksx gS'k iQaD'kal dh 
detksfj;ksa dk iQk;nk mBkus osQ fy, fd;k tkrk gSA bl geys dk uke 
"cFkZMs" blfy, j•k x;k gS D;ksafd ;g cFkZMs iSjsMkWDl ij vkèkkfjr 
gS

		 ;g geyk gS'k iQaD'ku }kjk lalkf/r fd, tkus ij esy •kus okys 
lans'k MkbtsLV osQ lkFk nks ;kn`fPNd lans'kksa dks •kstus ij fuHkZj djrk 
gSA ,d ckj tc gSdj lans'k MkbtsLV dks fMdksM dj ysrk gS] rks og 
mi;ksxdrkZ dh tkudkjh cny nsrk gSA

		 gS'k iQaD'ku% tc MsVk (tSls ikloMZ] iQkbysa] ;k dksbZ vU; tkudkjh) 
dks gS'k iQaD'ku osQ ekè;e ls çkslsl fd;k tkrk gS] rks mls ,d 
fuf'pr yackbZ dk gS'k dksM esa cny fn;k tkrk gSA

		 AI-Powered Attack: geykoj Lyso e'khu ij tfVy geys 
djus osQ fy, Ñf=ke cqf¼eÙkk dk mi;ksx djrk gSA AI&lapkfyr 
lkWÝVos;j usVodZ vkSj lkWÝVos;j dh detksfj;ksa dks lh•rk vkSj 
igpkurk gSA ;g DDoS geys vkSj fo'oluh; fiQf'kax geys 'kq: 
djrk gSA

		 IoT-Powered Attack: ;g bl rF; dk iQk;nk mBkrk gS fd 
IoT fMokbl esa de lqjf{kr usVodZ baÚkLVªDpj gSA yf{kr IoT 
fMokbl ls le>kSrk fd;k tkrk gS vkSj geykojksa }kjk cM+s iSekus ij 
DDoS ykWUp djus osQ fy, mudk mi;ksx fd;k tkrk gSA

		 Watering Hole Attack: geykoj fdlh laxBu osQ lewg ;k 
fdlh fuf'pr {ks=k ls lacaf/r yksxksa dks fu'kkuk cukrk gSA ikoj y{; 
}kjk mi;ksx dh tkus okyh osclkbV dks nwf"kr djrk gS vkSj O;fDrxr 
tkudkjh pqjkus dh dksf'k'k djrk gSA

		  URL Interpretation: bl çdkj osQ geys esa] flaVSDl dks 
cjdjkj j•rs gq, ;wvkj,y osQ ekinaMksa dks cny fn;k tkrk gSA bldk 
mi;ksx djosQ geykoj vius çkf/dj.k osQ Lrj ls ijs tkudkjh çkIr 
djrk gSA

		 File Inclusion Attack: iQkby lekos'ku geys esa] geykoj 
osc loZj osQ •jkc buiqV fMtkbu dk iQk;nk mBkrk gSA og vufèkÑr 
xksiuh; iQkbyksa rd igq¡pus dh dksf'k'k djrk gS vkSj loZj ij 
nqHkkZoukiw.kZ dksM fu"ikfnr djrk gSA

		 DNS Tunneling: DNS Vufyax geyk DNS dks funZsf'kr ç'uksa 
vkSj çfrfØ;kvksa dks cny nsrk gSA geykoj dks y{; rd igq¡pus esa 
l{ke cukus osQ fy, lapkj ekè;e esa ,d eSyos;j Mkyk tkrk gSA
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Miscellaneous
		 lkWÝVos;j ikbjslh& udyh lkWÝVos;j rS;kj dj lLrs nkeksa esa csapukA 

		 lykeh vVSd& blesa vijk/h /u dekus gsrq fdlh O;fDr osQ 
lkWÝVos;j çksxzke esa ,slh gsjkiQsjh djrk gS fd ml O;fDr dks bldk 
irk Hkh ugha yxrk gSA

		 lkbcj ekugkfu& tc ekugkfu dk vijk/ dEI;wVj vkSj baVjusV osQ 
ekè;e ls fd;k tkrk gS rc mls lkbcj ekugkfu dgk tkrk gSA 

		 foÙkh; vijk/& ,sls vijk/ tks lkekU;r% vkWuykbu 'ks;j VªsfMax] 
baVjusV] o eksckby cSafdax bR;kfn osQ ekè;e ls fd, tkrs gSA 

		 ckSf¼d lEink vijk/& ,sls vijk/ tks ckSf¼d lEink 
tSls& dkWihjkbV] isVsaV] VªsMekdZ] fMtkbu vkfn ls lEcfU/r gksrs gSA 

		 osc tSfdax & lkbcj vijk/h fdlh osclkbV dks vius dCts esa ys 
ysrk gS vkSj mls eqDr djusa esa fiQjkSrh dh ek¡x djrk gSA 

		 vkWuykbu tqvk& bl vijk/ esa tqvk •syus dh lqfo/k dEI;wVj dh 
osclkbV ij miyC/ djk;h tkrh gSA 

		 cksVusV vVSd& ;g cM+s iSekus ij vVSd usVodZ cukus osQ fy, ,d 
lkFk dbZ ijLij tqM+s midj.kksa dks yf{kr djrk gSA 

		 thjks&Ms vVSd& ,d ,slk vVSd tks laHkkfor :i ls xaHkhj lkWÝVos;j 
lqj{kk detksjh dk 'kks"k.k djrk gS ftlls foØsrk ;k Msoyij vutku 
gks ldrs gS 

		 thjks Ms vVSd dk mi;ksx baVjusV vkWiQ fFkaXl ij geyk osQ fy, Hkh 
fd;k tkrk gS

	 (1)	 gSdj& ,d O;fDr tks vius Kku dk ç;ksx nwljs O;fDr;ksa osQ 
dEI;wVjksa ls voS/ rjhosQ ls tkudkjh dks çkIr djus ;k mls u"V 
djus osQ fy, djrk gS 

	 (2)	 Øsdj& ;g dEI;wVj rFkk dEI;wVj ç.kkyh dks rksM+us esa fo'ks"k fuiq.k 
gksrk gSA 

	 (3)	 lkbcj iaDl& ;g fØIVksxzkiQh dk fo'ks"kK gksrk gSA 
	 (4)	 iQhdZl& lwpuk] lapkj] rFkk çkS|ksfxdh osQ {ks=k dk fo'ks"kKA 
	 (5)	 :VfdV& ;s os lkWÝVos;j ;k çksxzke gksrs gS ftudk bLrseky dEI;wVj 

ij d.Vªksy djus osQ fy, fd;k tkrk gSA 

	 (6)	 VwyfdV& fdlh eqís dh tkudkjh nsus] mlls tqM+s dne mBkus ;k 
HkM+dkus osQ fy, fn, x, lq>koksa dk MkD;wesaV VwyfdV dgykrk gSA 

	 (7)	 LVsxuksxzkiQh& fdlh MsVk] vkWfM;ksa] ohfM;ksa iQkby dks fdlh nwljh 
MsVk vkWfM;ksa] ohfM;ksa iQkby esa Nqikuk LVsxuksxzkiQh dgykrk gSA 

	 (8)	 çek.khdj.k& ;fn vki ØsMfU'k;y ij vk/kfjr usVodZ ij ,d 
O;fDr dks vius usVodZ dh lqj{kk dks cuk, j•us osQ fy, vuqefr 
nsrs gS] ;g dk;Z çek.khdj.k dh çfØ;k dks n'kkZrk gSA 

	 (9)	 cSd Mksj& fdlh vVSdj osQ }kjk eSyos;j dk ç;ksx lqj{kk detksfj;ksa 
dks iQk;nk mBkdj ,d ihlh ij vukf/Ñr fjeksV ,Dlsl çkIr 
djukA

	 (10)	 iQksdZ ckWEc& ;g ekfyfl;l ;k nqHkkZX;iw.kZ lkWÝVos;j bufiQfuVh ywi 
esa ubZ çfØ;k,¡ cukrk gSA

Cybersecurity measures lkbcj lqj{kk osQ mik;
	 1.	 Antivirus and antimalware software ,aVhok;jl 

vkSj ,aVheSyos;j lkWÝVos;j% budk mi;ksx flLVe dks eSyos;j ls 
cpkus osQ fy, fd;k tkrk gSA

	 2.	 Firewall iQk;jokWy% ;g vuf/Ñr ,Dlsl dks jksdus osQ fy, 
usVodZ VªSfiQd dks fiQYVj djrk gSA

	 3.	 Encryption ,fUØI'ku% laosnu'khy tkudkjh dks lqjf{kr djus 
osQ fy, bls dksfMr :i esa LVksj vkSj VªkalfeV djukA

	 4.	 Two-factor authentication nks&dkjd çek.khdj.k% ,Dlsl 
dks lqjf{kr djus osQ fy, nks vyx&vyx çek.khdj.k fof/;ksa dk 
mi;ksx djukA

	 5.	 Regular backups fu;fer cSdvi% MsVk dh fu;fer :i ls 
cSdvi ysuk rkfd MsVk gkfu dh fLFkfr esa bls iqu% çkIr fd;k tk 
losQA

	 6.	 Security Policies and Awareness lqj{kk uhfr;k¡ vkSj 
tkx:drk% deZpkfj;ksa vkSj mi;ksxdrkZvksa dks lkbcj lqj{kk tksf•eksa 
osQ çfr tkx:d djuk vkSj mUgsa lqjf{kr çFkkvksa dk ikyu djus osQ 
fy, çf'kf{kr djukA
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	 1.	 Hkkjr esa fuEufyf•r esa ls fdlosQ fy;s lkbcj lqj{kk ?kVukvksa ij 
fjiksVZ djuk dkuwuh :i ls vfuok;Z gS\ 

	 (a)	 lsok çnkrkvksa	 (b)	MsVk osQaæ
	 (c)	 dkWikZsjsV fudk;	 (d)	mijksÙkQ lHkh
	 2.	 fuEu esa ls dkSu&lk ,d ,aVhok;jl çksxzke ugha gS\
	 (a)	 fDod ghy	 (b)	ukWVZu
	 (c)	 oSQLijLdkbZ	 (d)	,uh MsLd
	 3.	 çFke daI;wVj ok;jl fuEu esa ls dkSu lk gS&
	 (a)	 Vªkstu gkslZ	 (b)	jSule os;j
	 (c)	 Øhij 	 (d)	okWeZ
	 4.	 okbZ&iQkbZ gSfdax esa fuEu esa ls fdl Vwy dk mi;ksx fd;k tkrk gS\
	 (a)	 Opcrack	 (b)	 Wireshark
	 (c)	 AVG	 (d)	 Aircrack-ng
	 5.	 'kCn ^lkbcjLisl* fdldh  nsu gS\
	 (a)	 William Gibson (fofy;e fxClu)
	 (b)	 Andrew S. Tanenpaum (,aMª;w ,l- VSuuikWe)
	 (c)	 Scott Fahlman (LdkWV iSQyeSu)
	 (d)	 Richard Stallman (fjpMZ LVkWyeSu)
	 6.	 VªkWtu ,d --------------- dk ,d izdkj gSA
	 (a)	 oaQI;wVj Hkk"kk	 (b)	eSyos;j
	 (c)	 vkWijsfVax flLVe	 (d)	oaQI;wVj isjhisQjy
	 7.	 oaQI;wVj ok;jl gksrk gS] ,d&
	 (a)	 iQiawQn	 (b)	cSDVhfj;k
	 (c)	 baVhxzsfVM lfoZQV	 (d)	lkWÝVos;j izksxzke
	 8.	 fo"ke pqfu,&
	 (a)	 Likbos;j	 (b)	:VfDV~l
	 (c)	 jSule&os;j	 (d)	,aVhok;jl
	 9.	 izo`fÙk;ksa (VªsaM~l) dk vè;;u djus gsrq cM+s [kqnjk O;kikfj;ksa }kjk 

iz;qDr gksus okyh izfozQ;k ------------ uke ls tkuh tkrh gSA
	 (a)	 MkVk ekbfuax	 (b)	MkVk lsysD'ku
	 (c)	 ihvks,l	 (d)	MkVk dUotZu

	 10.	 fdlh ykWx&bu uke vkSj ikloMZ osQ izek.khdj.k dks dgk tkrk gS&
	 (a)	 Configeration	 (b)	Accessibility
	 (c)	 Authentication	 (d)	Loging in
	 11.	 ,IyhosQ'ku lkWÝVos;j esa dkSu&lk ok;jl iQSyrk gS\
	 (a)	 eSØks ok;jl	 (b)	cwV lsDVj ok;jl
	 (c)	 iQkby ok;jl	 (d)	,aVh&ok;jl
	 12.	 Code Red ,d çdkj dk ------------
	 (a)	 Antivirus	 (b)	Photo Editor
	 (c)	 Computer Virus 	(d)	 Video Editor
	 13.	 daI;wVj usVooZQ esa] ,fUØI'ku rduhdksa dk mi;ksx eq[; :i ls ----

------ esa lq/kj osQ fy, fd;k tkrk gSA
	 (a)	 lqj{kk	 (b)	çn'kZu
	 (c)	 fo'oluh;rk	 (d)	LihM

	 14.	 fdl çdkj osQ lkbcj vVSd esa vkils vkidh tkudkjh ekaxh tkrh 
gSa] tSls vkiosQ ikloMZ] uke] tUe frfFk] fiu vkfn\

	 (a)	 ikloMZ vVSd	 (b)	fiQf'kax
	 (c)	 eSyos;j ,axsftax	 (d)	fMuk;y vkWiQ lfoZlst

	 15.	 fuEu esa ls dkSu&lk lkWÝVosj vkiosQ daI;wVj dh tklwlh djrk gS ,oa 
vkils lacaf/r lwpukvks dk vknku çnku djrk gS \

	 (a)	 Vªkstu gkWlZ	 (b)	ok;jl
	 (c)	 LikbZos;j	 (d)	mijksÙkQ lHkh
	 16.	 fuEu esa ls dkSu&lk lkbcj vVSd dk çdkj gS \

	 (a)	 ikloMZ vVSd	 (b)	fiQf'kax
	 (c)	 fMuk;y vkWiQ lfoZlst	(d)	mijksÙkQ lHkh
	 17.	 Hkkjrh; vkbZVh] vf/fu;e] 2000 (IT Act-2000) fu;e fdl {ks=k 

dks fu;af=kr (Control) djus osQ fy, rS;kj fd;s x;s gS

	 (a)	 vk; dj 	 (b)	vkS|ksfxd çkS|ksfxdh
	 (c)	 lwpuk çkS|ksfxdh 	 (d)	bulkbMj VªsfMax
	 18.	 igyk Boot Sector Virus dkSu&lk gS\
	 (a)	 Brain	 (b)	Elk Cloner
	 (c)	 Mind	 (d)	Reaper
	 19.	 OgkbV gSV gSdj dk nwljk uke D;k gS\
	 (a)	 VfeZuy gSdj	 (b)	,fFkdy gSdj
	 (c)	 MkoZQ osc gSdj	 (d)	cSdMksj gSdj

	 20.	 VIRUS dk iw.kZ :i D;k gksrk gS\
	 (a)	 Vital Information Resources Under Siege.
	 (b)	 Virtual Information Resources Under Siege.
	 (c)	 Binary Information Resources Under Siege.
	 (d)	 Very  Important Resources Under Siege.
	 21.	 fuEufyf•r esa ls dkSu lk lkbcj lqj{kk dk ykHk ugha gS\
	 (a)	 flLVe dks /hek cukrk gSA
	 (b)	 daI;wVj Úhftax vkSj ozSQ'k dks de djrk gSA
	 (c)	 mi;ksxdrkZvksa dks xksiuh;rk nsrk gSA
	 (d)	 flLVe dks ok;jl ls cpkrk gSA

	 22.	 fuEufyf•r esa ls dkSu ,d Stuxnet gS\
	 (a)	 Trojan	 (b)	 Antivirus
	 (c)	 Worm	 (d)	 Virus
	 23.	 gSfdax dk dkSu lk rjhdk vkiosQ lHkh oqaQth osQ LVªksDl dks fjdkWMZ 

djsxk\
	 (a)	 Key Hijacking	 (b)	Keyjacking
	 (c)	 Keylogging	 (d)	Keyboard Monitoring
	 24.	 Hkkjrh; fo/kf;dk esa Hkkjr osQ vkbZVh dkuwu dk D;k uke gS\
	 (a)	 Hkkjrh; izkS|ksfxdh vf/fu;e (IT Act)] 2000
	 (b)	 Hkkjrh; fMftVy lwpuk izkS|ksfxdh vf/fu;e (DIT Act) 

2000
	 (c)	 Hkkjrh; lwpuk izkS|ksfxdh vf/fu;e (IT Act)] 2000
	 (d)	 izkS|ksfxdh vf/fu;e (IT Act)] 2008

ijh{kksi;ksxh iz'u
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	 25.	 CGI dh iqQy iQkWeZ fuEu esa ls D;k gksxh\
	 (a)	 Computed Gateway Interface
	 (b)	 Compliant Gateway Interference
	 (c)	 Case Gateway Interact
	 (d)	 Common Gateway Interface
	 26.	 'kCn DES dk vFkZ gS&
	 (a)	 Digital Evaluation System
	 (b)	 Digital Encryption System
	 (c)	 Data Encryption Standard
	 (d)	 Double Encryption Standard
	 27.	 ,sls ok;jl tks le; chrus ij ;k fdlh •kl rkjh• dks pyrs gSa] 

dgykrs gSa \
	 a)	 cwV lsDVj ok;jl	 (b)	eSØks ok;jl
	 c)	 Vkbe ce	 (d)	oeZ
	 28.	 lkbcj ykW dh 'kCnkoyh esa Mhvks,l dk vFkZ gSa \
	 (a)	 fMuk;y vkWiQ lfoZl
	 (b)	 fMLd vkijsfVax flLVe
	 (c)	 fMLVSaV vkijsVj lfoZl
	 (d)	 mi;ZqÙkQ  esa ls dksbZ ugha

	 29.	 buiQkeZs'ku flD;ksfjVh esa CIA dh iQqy iQkWeZ D;k gS\
	 (a)	 Confidentiality Integrity Availability
	 (b)	 Criminal Investigation Agency
	 (c)	 Copy Information Agency
	 (d)	 Credit Integrity Assessment
	 30.	 bues ls fdl osQ ekè;e ls ok;jl iQSy ldrk gS \
	 (a)	 Removable Media	(b)	Email Attachment
	 (c)	 CD / DVD 	 (d)	mi;ZqÙkQ lHkh
	 31.	 fuEufyf•r esa ls dkSu vkiosQ daI;wVj dks ckgjh •rjksa ls cpkus esa 

enn ugha djrk gS\
	 (a)	 flLVe jsLVksj	 (b)	iQk;jokWy
	 (c)	 ,aVhok;jl lkWÝVos;j	 (d)	ohih,u
	 32.	 Hkkjr esa lwpuk çkS|ksfxdh vf/fu;e dks ----------- esa la'kksf/r fd;k 

x;k FkkA
	 (a)	 2000	 (b)	2004
	 (c)	 2008	 (d)	2011

	 33.	 fuEufyf•r esa ls dkSu daI;wVj lqj{kk ra=k ls lacaf/r ugha gS\
	 (a)	 Encryption	 (b)	 Decryption                        
	 (c)	 Surfing	 (d)	 Firewall

	 34.	 fdl çdkj osQ lkbcj vVSd esa vkils vki dh tkudkjh ekaxh tkrh 
gS tSls dh vki dk ikloMZ] OTP] fiu vkfn \

	 (a)	 Password Attack	 (b)	 Phishing Attack
	 (c)	 Virus Attack	 (d)	 Malware Attack

	 35.	 Cyber Stalking çk;% vke gS&
	 (a)	 lks'ky ehfM;k ij	 (b)	bZ&esy ij
	 (c)	 dEI;wVj ij	 (d)	buesa ls dksbZ ugha

	 36.	 ok;jl gksrs gSa&
	 (a)	 ekuo }kjk fufeZr	 (b)	çkÑfrd

	 (c)	 daI;wVj }kjk fufeZr	 (d)	mijksÙkQ lHkhA
	 37.	 lksok (Sova) cSafdax Vªkstu ok;jl osQ laca/ esa dkSu&lk dFku lgh 

gS\

	 (a)	 ;g cSad •krksa dks fu'kkuk cukus okyk jSaleos;j gSA

	 (b)	 ^lksok* uked Vªkstu Hkkjr ls igys vesfjdk vkSj :l tSls ns'kksa 
dks fu'kkuk cuk pqdk gSA

	 (c)	 2021 esa eSyos;j osQ igys laLdj.k dk irk pyk FkkA

	 (d)	 mijksÙkQ lHkhA
	 38.	 --------- dks osQfoVh ok;jl osQ :i esa Hkh tkuk tkrk gSA
	 (a)	 Non-resident virus	
	 (b)	 Polymorphic Virus
	 (c)	 Space-filler Virus
	 (d)	 Overwrite Virus
	 39.	 ,aVhok;jl lkWÝVos;j fdl çdkj dk lkWÝVos;j gS\
	 (a)	 flLVe lkWÝVos;j	 (b)	;wfVfyVh lkWÝVos;j
	 (c))	 ,IyhosQ'ku lkWÝVos;j	 (d)	vkWijsfVax lkWÝVos;j

	 40.	 Copyright lqjf{kr lkWÝVos;j] ohfM;ks] laxhr] iQksVks ;k nLrkostksa 
dks MkmuyksM djuk vkfn fdl izdkj dk mYya?ku gS\

	 (a)	 Copyright	 (b)	Hacking
	 (c)	 Cracking	 (d)	lkbcj /ks[kk/M+h

1. (d) 2. (d) 3. (c) 4. (d) 5. (a) 6. (b) 7. (d) 8. (d) 9. (a) 10. (c)
11. (a) 12. (c) 13. (a) 14. (b) 15. (c) 16. (d) 17. (c) 18. (a) 19. (b) 20. (a)
21. (a) 22. (c) 23. (c) 24. (c) 25. (d) 26. (c) 27. (c) 28. (a) 29. (a) 30. (d)
31. (a) 32. (c) 33. (c) 34. (b) 35. (a) 36. (a) 37. (d) 38. (c) 39. (b) 40. (a)
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