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Computer 
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Special Class 
Computer 



System Software Application Software

Use for Hardware only
Not share anyone

Any operation system
(Eg. MS-DOS, LINUX,UNIX
window-XP, window-7 
window-10)

MS-Office
Whatsapp
Face book
Antivirus
Mx-player

Use for user only
Share anyone

Set of Programs/izksxzkeksa dk lewg

Software/lkÝVos;j 

1-
2-

 Utilities software
 Device Driver



Memory 
Input/output devices
Generation of Computer
CUP/ALU/SMPS

MS-Office
Operating System
Software

Internet
E-mail
Network
Protocol

KD Live

Hardware Software Internet & Network Software
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Exercise on MS-Office

Q.1 To update a formula in table, press a .........

fdlh Hkh table formula update esa djus ds fy, buesa ls D;k nckrs gSa\

(A)   F9
(C)   Shift + F9

(B)   Alt+ F9
(D)   F8
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Exercise on MS-Office

Q.2 The key F12 work as:-

F12 dqath dk dk;Z gS%&

(A)   Save as
(C)   Save

(B)   Open
(D)   Close
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Exercise on MS-Office

Q.3 You can use.........to copy selected text: and..... to 
paste it in a document. 

(A)   Ctrl +C, 
(C)   

Ctrl +V
Ctrl +C, Shift +P

(B)   
(D)   

Ctrl +C, Ctrl +P
Ctrl +D, Ctrl +A



Exercise on MS-Office

Q.4 

(A)   empty space 
(C)   Record

(B)   Cell
(D)   Field

Each Box in a spread sheet is called a ................?

LizsM'khM ds izR;sd Box dks D;k dgk tkrk gksA
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Exercise on MS-Office

Q.5 

(A)   Folder
(C)   Path

(B)   file
(D)   File extension

A......... is a collection fo information saved as a unit-

,d ;wfuV ds :i esa tkudkjh dk lewg dgykrk gSA
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Exercise on MS-Office

Q.6 

(A)   Word processing 
(C)   DBMS
(E)  Spread sheet management 

(B)   Web design
(D)   Presentation generation 

What is the overall term for creating, editing 
formation, storing retrieving and printing a text. 
document. 

Creating, editing formation, storing retrieving ,d vksj 

print djuk esa lkjs dk;Z fdlds varxZr vkrs gksA
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Exercise on MS-Office

Q.7 A file is often referred as:-

(A)  Device
(B)  Documentation 
(C)  Document 
(D)  Wizard 
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Exercise on MS-Office

Q.8 Which one of the following software application would 
be most appropriate for performing Numerical and 
Statistical calculations?  

(A)  Data base                      (B)  Document Processor
(C)  Graphics                       (D)  Spread sheet

xf.krh; ,oa lka[;dh; x.kukvksa dks djus ds fy, buesa lcls mfpr  

Software dkSu&lk gSA
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Exercise on MS-Office

Q.9 

(A)  is always white           
(B)  is colour your Pre-set
(C)  is same for entire document 
(D)  can gave any colour you choose

The background of any word document may be-

fdlh Hkh word document  dk ihNs dk jax gks ldrk gSA 
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Exercise on MS-Office

Q.10 

(A)  Justified
(B)  Right
(C)  Centre
(D)  Left

Text in a column is generally aligned- 

fdlh Hkh column esa dksbZ Hkh Text  dgk¡ fLFkr gksrh gSA
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Exercise on MS-Office

Q.11 

(A)  Justified
(B)  Right
(C)  Centre
(D)  Left

"Number" in a column is generally Aligned-

fdlh Hkh column esa dksbZ Hkh Number dgk¡ fLFkr gksrh gSA



12

Exercise on MS-Office

Q.12 

(A)  Save
(B)  New file
(C)  Save as
(D)  Save & replace 

To save an existing file with new co-cation we should 
......... command.

igys ls Save fdlh Hkh file dks ueh txg ij save djus ds user 

command D;k gks\
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Exercise on MS-Office

Q.13 

(A)  Main Directory
(B)  Interface
(C)  Root directory
(D)  My document  

What is the main folder on a storage device is called.

fdlh Hkh Storage device ds main folder dks D;k dgrs gSa& 
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Exercise on MS-Office

Q.14 

(A)  Chart
(B)  work sheet
(C)  work book
(D)  a & c both

Excel workbook is a collection of-
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Exercise on MS-Office

Q.15 

(A)  Mini directory
(B)  Junior directory
(C)  Part directory
(D)  Sub directory   

A directory with in a directory is called-

fdlh Hkh directory dh directory dks D;k dgrs gSaA
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