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Functional English 

 
 

1. A false friend is worse than 

....................enemy.(a,an,the) 

Ans. An 

2. Are you............. teacher who is going to teach English?(a,an,the) 

Ans. the  

3. I would like to have.............. onion Masala Dosa and Vanilla Ice 

cream.(a,an,the) 

Ans. An  

From the following options, select and tick the one that is in the Simple 

Future Tense. 

4. I did not smoke. 

a) I will not smoke. 

b) I will not smoking. 

c) I will not smoked. 

Ans. A  

5. I opened a small flower shop in the market? 

a) I will open a small flower shop in the market. 

b) I will opened a small flower shop in the market. 

c) I will opening a small flower shop in the market. 

Ans. A  

6. I spoke in English with my friends. 

a) I will speak in English with my friend. 

b) I will speaking in English with my friend. 

c) I will spoke in English with my friend. 

“LAUGH AT YOUR MISTAKES, BUT 

LEARN FROM THEM.  

JOKE OVER YOUR TROUBLES, BUT 

GATHER STRENTH FROM THEM. 

HAVE FUN WITH YOUR 

DIFFICULTIES, BUT OVERCOME 

THEM.” 
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Ans. A  

Select and tick the option that is in the passive 

voice. 

7. Change makes progress possible. 

a) Progress is made possible by change. 

b) Change makes possible progress. 

Ans. A  

8. The Head Master praised me. 

a) I will praised by the head master. 

b) I was praised by the head master 

Ans. B  

9. Ravi had to revise the document. 

a) Ravi had to revised in the document. 

b) The document had to be revised by Ravi. 

      Ans. B  

Fill in the blanks with the correct pronouns. 

10.        Except Ruchi and ........., everyone else arrived late at the movies. 

a) I  b) me 

Ans. B 

11.        We must reach the airport on time, or else ..............will miss the 

flight. 

a) We b) as 

Ans. A  

12. We really enjoyed ............. on the trip to Manali last month. 

a) Us b) ourselves 

Ans. B  

Form the options, select and tick the sentence that is in Simple Past Tense. 

“SUCCESS DOES NOT 

DEPEND ON MAKING 

IMPORTANT DECISIONS 

QUICKLY, BUT IT 

DEPENDS ON TAKING 

QUICK ACTION ON 

IMPORTANT 

DECISIONS...” 
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13.  

a) It was a beautiful Summer day 

b) It were a beautiful Summer day. 

c) It is a beautiful Summer day. 

       Ans.  A  

14.  

a) Aunt Rekha take pictures of the castle. 

b) Aunt Rekha took pictures of the castle. 

c) Aunt Rekha taking pictures of the castle. 

Ans. B  

15.  

a) My Grandmother love to narrate the story of Ram and Ravan. 

b) My Grandmother loving to narrate the story of Ram and Ravan. 

c) My Grandmother loved to narrate the story of Ram and Ravan. 

Ans. C  

Fill in the blanks with the appropriate word from the given options. 

16.        I .................. moved to a new city. 

a) Recently b) daily 

Ans. A  

17. My house is a ...................two bedrooms flat in Mayur Lok. 

a) Spaceful  b) spacious 

Ans. A  

18. I live here with my ....................friend, Manish. 

a) Best b) better 

Ans. A  

19. There is a ...............monument near our house. 

a) History b) historical 

      Ans. B  
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Fill in the blanks with the correct Prepositions given in the bracket. 

20.    The market is just..................the corner. 

a) to b) around 

Ans. B 

21.    The jeweller’s stor is right next..............the bus stop. 

a) For  b) to 

Ans. B  

22.     I’m very excited about meeting my friend today.................. Dilli Haat in 

the evening at 4. 

a) On  b) at 

Ans. B  

23.    The book store is just ...................the street. 

a) Across b) under 

Ans. A  

24.    I will take Bus no 540...............the central Terminal and get 

off..............the INA bus stand. 

a) From, in b) from, at 

       Ans. B  

Choose and tick the correct option, which is the Present Continuous Tense. 

25.  

a) We are gone to attend a friend’s wedding at Jaipur on Monday 

evening. 

b) We are going to attend a friend’s wedding at Jaipur on Monday 

evening. 

c) We went to attend a friend’s wedding at Jaipur on Monday evening. 

Ans.  B  

26.  

a) She has prepared lunch for everyone. 
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b) She is preparing lunch for everyone. 

c) She was prepare lunch for everyone. 

Ans. B  

27.   

a) We have learnt the Present Continuous Tense. 

b) We are learning the Present Continuous Tense. 

c) We are learn the Present Continuous Tense. 

Ans. B  

Choose Past Continuous Tense. 

28.  

a) She were working on her painting. 

b) She was working on her painting. 

c) She will working on her painting. 

Ans. B  

29.  

a) We were plan to visit the zoo. 

b) We was planned to visit the zoo. 

c) We were planning to visit the zoo. 

Ans. C  

30.  

a) The told me they planned a game. 

b) The told me they playing a game. 

c) The told me they play a game. 

Ans. B  

Change Future Continuous Tense. 

31. The landlord not returned the security. 

Ans. The landlord will not returning the security. 

32. The rent is 4000 Rupees. 
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Ans. The rent will be 4000 Rupees. 

33. The landlord charged me too much. 

Ans. The landlord will be charging me too much. 

Choose the correct Quantifier:- 

34.    I lost................books when I stayed at the hostel.(several, much) 

Ans. Several 

35.    Hema asked.................. students if they had seen her new leather 

wallet. ( some, a little) 

Ans. Some 

36.    I bought .................children’s book for my son. ( a lot of, a little) 

Ans. A lot of 

Choose the correct options, given in the bracket:- 

37.    You did me a ..................favour. (great, large) 

Ans. Great 

38.    I am so .............that you won! (happy, cheerful) 

Ans. Happy 

39.    You are looking ...............tonight. (wonderful, brilliant) 

Ans. Brilliant 

40.    You are doing your job.............. well. (very, vary) 

Ans. Very 

41.    Ravi is always .............with his work. (up to date, morden) 

Ans. Up to date 

Change the verbs in brackets to Present Perfect Tense. 

42.     I ............... a car. (drive) 
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Ans. Have driven 

43.    Kavya .............(leave) the office. May i take a message? 

Ans. Have leaved 

44.    You ............... (win) the competition 

Ans. Have won 

Choose Appropriate Prepositions. 

45.     Turn this fan ............... .(of, off) 

Ans. Off 

46.     Finish the homework.............. 15 minutes. (in , at) 

Ans. In 

47.     The manager has given a new set of instructions ................ the staff on 

office attendance. (from, to, on) 

Ans. To 

Change the verbs in brackets to Past Perfect Tense. 

48.     I ..............( understand) the theory. 

Ans. Had understood 

49.     The dog............. (go) away somewhere. 

Ans. Had gone 

50.    Shilpa ..............(file) an FIR as soon as she found out about theft. 

Ans. Had filed 

Fill in the blanks with the correct words from the given table. ( can, should, 

may, might ) 

51.    ................ I use your Pen? 

Ans.  Can/could 
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52.    I .............be able to help you out. I ............ rain tomorrow. 

Ans. May, might 

53.    You................ do the work yourself. 

Ans. Should 

Fill in the blanks with suitable connectors/conjuctions. 

54.    I want to see her..............she wasn’t at home. (and, but) 

Ans. But 

55.    She was not at home..............we came back. (so, however) 

Ans. So 

56.     It started raining .............. we went out. (as soon as, because) 

Ans. As soon as 

Turn the Direct speech to Reported speech. 

57.    She said, “what are you doing?” 

Ans. She asked me what I was doing. 

58.     They said, “we have won the match.” 

Ans. They said they had won the match. 

59.     Boy: “I have never written a covering letter.” 

Ans. The boy said that he had never written a covering letter. 

Change the verb in bracket to Present Perfect Tense. 

60.    I ................ (read) the contract and 

.............(agree) to sign. 

Ans. Have read, have agreed. 

61.    I ................ (have) my dinner. 
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Ans. Have had. 

62.     She ..............(try) to call you. 

Ans. Has tried. 

Web application/ osc ,fIyds’ku 

 

63- fdUgh nks izdkj dh gkfu;ka crkb;s tks dEI;qVj iz;ksDrk dks izHkkfor djrh gSA 

mÙkj&  

1- laKkukRed nks"k vkSj lh[kus esa deh 

2 n`f"V dh [kjkch 

3- lquus esa ijs’kkuh ds lkFk cgjkiu vkfn 

64- fLVdh dht+ ,d ,DlsflfcfyVh fo’ks"krk gS tks dEI;qVj iz;ksDrkvksa dh ------------------------

---- esa enn djrk gSA 

mÙkj& ‘’kkjhfjd fodykaxrkA 

65- ---------------------- ,d fo’ks"krk gS tks gesa crkrk gS fd laf{kIr ;k ckj&ckj fdlh *dh* LVªksd ls 

dSls cpk tk ldrk gS] dkairs gq, gkFkksa okys yksxksa ds fy, VkbZfiax dSls vklku cukbZ 

tk,A 

mÙkj& fQYVj dht+ 

66- Vksxy dht+ ,d fo’ks"krk gS tks mu yksxkas ds fy, cuk;k x;k gS ftudh -----------------deh gSA 

mÙkj& n`f"V eas deh ;k laKkRed dehA 

67- --------------------n`f"V dh deh okys yksxksa dh lgk;rk nsus dh ,DlsflfcfyVh fo’ks"krk gSA 

mÙkj& gkbZ daVªkLVA 

68- ----------------------- ,d fo’ks"krk gS ftlls yksxksa dks fCyad djus dh nj vkSj dlZj dh pkSaMkbZ dks 

cnyus es enn feyrh gSaA 

mÙkj& dlZj ds fodYiA 

69- --------------------------,d fo’ks"krk gS tks ekml ds LFkku ij ikWbafVx fMokbl ds rkSj ij dhcksMZ dk 

mi;ksx fd;k tkrk gSA 

mÙkj& ekml dht+A 
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70- Lkhfj;y dhst+ ,d fo’ks"krk gS tks yksxksa dks ------------------------ nksuks ds mi;ksx esa dfBukbZ gksus 

ij mUgS lgk;rk nsrh gSA 

mÙkj& dhcksMZ ;k ekmlA 

71- ;g fodYi ekbdzkslks¶V foaMkst ,Dlih es ’kkjhfjd fodykaxrk iz;ksDrkvksa dh enn djus ds 

fy, gS vkSj ;g ruko ds nksgjko dks de djrk gS----------------A 

mÙkj& fLVhdh dht+A 

72- lkmaM lsUVªh nks"k ---------------------------- ds lkFk iz;ksDrk dh  enn djus ds fy, fMtkbu fd;k 

x;k gSA 

mÙkj& lquus ess deh gksus okyks ds fy,A 

73- dEI;qVj usVodZ fdls dgrs gSA 

mÙkj& ,d dEI;qVj usVodZ dEI;qVj vkSj vU; laPkkj pSuyksa ¼dscy ;k mixzg½ }kjk tksM+s 

x, gkMZos;j ?kVdks dk ,d laxzg gS tks lalk/kuksa vkSj lqpuk ds vknku iznku dh lqfo/kk nsrk 

gSA 

74- usVodZ ftlesa lHkh dEI;qVjksa dks ,d leku ntkZ fn;k tkrk gS bls ------------------ usVodZ dgrs 

gSA 

mÙkj& ih;j Vq ih;j ¼P2P½ 

75- DykbaV loZj dEI;qVj fdls dgrs gSA 

mÙkj& ,sls usVodZ ftlesa dqN fo’ks"k izdkj ds lefiZr dk;Z gksrs gS] os vU; dEI;qVjksa 

¼usVodZ esa ½ dks lsok iznku djrs gS vkSj bUgS DykabV loZj dEI;qVj dgrs gSA 

76- usVodZ ds eq[; izdkj crkb;sA 

mÙkj& nks eq[; izdkj gksrs gS& 1- ysu ¼LAN½  2- osu ¼WAN½ 

77- oYMZ okbM osc ftls la{ksi es ---------------- ;k -------------------- Hkh dgrs gSA 

mÙkj& www , w3 

78- MsVk ’ks;fjax fdls dgrs gS\ 

mÙkj& usVofdax ds lokZf/kd egRoiw.kZ mi;ksxksa es ls ,d MsVk ’ks;fjax dh vuqefr nsuk gSA 

iz;ksDrk vU; iz;ksDrkvksa ds ikl VsDlV~ Qkby] LizsM’khV MkWD;qeasV] iztsaVs’ku] vksfM;ks Qkby] 

ohfM;ksa Qkby vkfn Hkst ldrsa gSA 

79- usVoZfdx ds ykHk crkb;sA 

mÙkj&  
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 MsVk””’ks;fjax 

 gkMZos;j ‘’ks;fjax 

 baVjusV ,Dlsl ‘’ks;fjax 

 usVodZ vk/kkfjr ,Iyhds’ku dk mi;ksx vkfnA 

 

80- ok;ZM baVjusV dusfDVfoVh ds rhu izdkj -----------------] ----------------------] ---------------------- gSA 

mÙkj& Mk;y vi] Mh ,l ,y] dscy baVjusV rd igqapA 

81- ok;ysl baVjusV dusfDVfoVh ds rhu izdkj -------------------] ------------------------ vkSj -----------------gSA 

mÙkj& 3 th ] ok;jySl ] okbZ&QkbZA 

82- ------------------ baVjusV ij lapkj dk ,d #i gS tks Hkstus okys ls ikus okys rd VsDLV vk/kkfjr 

lans’kks dks ’khxzrk iwoZd Hkstrk gSA 

mÙkj& baLVasV eSlsftax ¼vkbZ ,e ½ 

83- vkWfM;ksa vkSj fofM;ksa dkWUQzsflzx ds fy, --------------------------] ----------------------------]vkSj --------------------vkSj 

oSc dsejk dh vko’;drk gksrh gSA 

mÙkj& ekbdzksQksal ;k LihdlZ vkSj gSaMlsV~lA 

84- baLVasV eSlsftax dh fo’ks"krk, crkb;s \ 

mÙkj&  

 VsDLV eSlst dks ,d ;k vf/kd yksxksa dks Hkstuk ¼,l ,e ,l½ 

 vkWfM;ks dkWfyzx vkSj dkWUQzsflax 

 fofM;ks dkWUQzsflax vkSj 

dkWUQzsaflax 

 Qkby VªkalQj ¼MkWD;qesaV] 

LizSM’khV] vkWfM;ksa] fofM;ksa vkfn½ 

 eSlst fgLV~jhA 

 

85- ,Iyhds’ku cSLM baLVsUV eSlsftax lkW¶Vos;j 

crkb;saA 

mÙkj&  

 Xwkxy VkWd 

 ;kgw! eSlsatj 

 Ldkbi 

 foaMkst ykbo eSlsatj 

thrus okys vyx phts ugha djrs] oks 

pht+ks dks vyx rjg ls djrs gSA 
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 jsfMQ ckWy vkfnA 

 

86- oSc CkSlM baLVsUV eSlsftax lkW¶Vos;j crkb;sA 

mÙkj&  

 ehcks 

 ;kgw! Oksc gsrw eSlsatj 

 ,e ,l ,u osc eSlsatj 

 vkbZ ,e vks vkfnA 

 

87- baVjusV ij pSfVax djrs le; viuk, tkus okys 5 fu;e o f’k"Vkpkj crkb;sA 

mÙkj&  

 eSlst NksVk vkSj laf{kIr gksuk pkfg, 

 ;fn vkidk uke Ldzhu ij fn[kkbZ ugha nsrk gS rks viuk uke crkdj ifjp; nsA 

 O;kikj ds ekgkSy es vkidks irk gksuk pkfg, fd vkidks D;k ckr djuh gSA 

 Yksxksa dks vius dbZ iz’uksa dk mÙkj nsusa ds fy, dqN le; iznku djsaA 

 

88- CykWx fdls dgrsa gS\ 

mÙkj& CykWx xSj rduhdh ¼vkSj rduhdh iz;ksDrk½ }kjk ,d O;fDrxr osc ist cukus ds 

fy, bLrseky dh tkus okyh ppkZ dh ’kSyh okyh lkbV gSA CykWx ,d vkWuykbu O;fDrxr 

Mk;jh ds leku gS vkSj mi;ksx esa vklku gSSA 

89- vkerkSj ij CykWx dk izca/ku ,d osc ckzotj ds tfj, fd;k tkrk gS vkSj blds fy, ,d 

lfdz; ------------------------------ dh t:jr gksrh gSA 

mÙkj& lfdz; baVjusV dusD’ku dhA 

90- fdUgha 5 eq¶r CykWx lsok iznku djus okyh osc lkbVksa ds uke 

crkb;sA 

mÙkj&  

o www.wordpress.com 

o www.blogger.com 

o www.blog.com 

o www.weebly.com 

o www.blogsome.com 

 

http://www.wordpress.com/
http://www.blogger.com/
http://www.blog.com/
http://www.weebly.com/
http://www.blogsome.com/
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91- -------------------------- ,d eq¶r osc lsok gS tks vki lqanj oSolkbV ;k CykWx cukus ds fy, mi;ksx 

dj ldrs gSA 

mÙkj& oMZ izsl ¼wordpress½ 

92- CykWx dk mís’; D;k gS\ 

mÙkj& CykWx xSj rduhdh ¼vkSj rduhdh iz;ksDrk½ }kjk ,d O;fDrxr osc ist cukus ds 

fy, bLrseky dh tkus okyh ppkZ dh ’kSyh okyh lkbV gSA CykWx ,d vkWuykbu O;fDrxr 

Mk;jh ds leku gS vkSj mi;ksx esa vklku gSSA 

93- ;fn vkids ikl lfdz; baVjusV dusD’ku gS rks vki ,d CykWx ,Iyhds’ku dk mi;ksx djrs 

gq, CykWx cuk ldrs gS vkSj tc baVjusV dusD’ku miyC/k gksrk gS rks CykWx dks ---------------------

- dj ldrs gSSA 

mÙkj& ifCy’k A 

94- fdUgha rhu vkWQykbu CykWx ,fMVlZ ds uke crkb;s\ 

mÙkj&  

 dqekuk 

 foaMks ykbo eSlastj 

 CykWx MsLd 

 

95- vkWQykbu CykWx ,fMVlZ dk mn~s’; crkb;s\ 

mÙkj& ;fn vkids ikl lfdz; baVjusV dusD’ku gS rks vki ,d CykWx ,Iyhds’ku dk 

mi;ksx djrs gq, CykWx cuk ldrs gS vkSj tc baVjusV dusD’ku miyC/k gksrk gS rks CykWx dks 

ifCy’k dj ldrs gSSA 

96- vkWuykbu VªkatsD’ku fdls dgrs gS\ 

mÙkj& vkWuykbu ’kksfiax bysDVªksfuDl dkWelZ dk ,d :i gS tgka xzkgd baVjusV ij oLrq, 

csp o [kjhn ldrs gSA xzkgdks ds ikl fodzsrkvksa }kjk izLrkfor lsok,a ;k oLrq, ns[kus ds fy, 

,d lfdz; baVjusV dusD’ku gksuk pkfg,A xzkgd vius dzsfMV] MsfcV dkMZ ls vkWuykbu Hkqxrku 

dj ldrs gSA 

97- vkWuykbu ’kksfiax dh dqN yksdfiz; osc lkbVs crkb;sA 

mÙkj&  

 miHkksDrk mRiknksa dks [kjhnus ds fy, f¶yidkVZ 

 ¶ykbV vkSj Vªsau fVfdV cqd djus ds fy, vkbZvkjlhVhlh 

 Lkeku cspus vkSj [kjhnus ds fy, bZcs 

 Cll fVfdV cqd djus ds fy, jsMcl 
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98- vkWuykbu VªkatsD’ku dk mís’; crkb;s\ 

mÙkj& vkWuykbu ’kksfiax bysDVªksfuDl dkWelZ dk ,d :i gS tgka xzkgd baVjusV ij oLrq, 

csp o [kjhn ldrs gSA xzkgdks ds ikl fodzsrkvksa }kjk izLrkfor lsok,a ;k oLrq, ns[kus ds fy, 

,d lfdz; baVjusV dusD’ku gksuk pkfg,A xzkgd vius dzsfMV] MsfcV dkMZ ls vkWuykbu Hkqxrku 

dj ldrs gSA 

99-      baVjusV lqj{kk dk mís’; D;k gS\ 

mÙkj& baVjusV lqj{kk dEI;qVj lqj{kk dh ,d ’kk[kk gS tks [kklrkSj ij baVjusV dh lqj{kk 

ls lEcU/k j[krh gSA vkerkSj ij blesa czkmtj lqj{kk ’kkfey gS] fdUrq blesa usVodZ lqj{kk Hkh 

gSA bldk mís’; baVjusV ij gksus okys geyksa ds izfr fu;eksa dks cukuk vkSj mik;ksa dks 

viukukA 

100- fdudk mi;ksx dj ge vkWuykbu tksf[kaeks tSls fQf’kax] bZ esy LiwfQax] pSV 

LiwfQax vkfn ds uqdlkuks ls cp ldrs gSsA 

mÙkj&  

 ,aVhok;jl lkW¶Vos;j 

 ,aVhLikbos;j lkW¶Vos;j 

 Qk;jokWy 

 etcwr ikloMZ vkfn 

 

101- etcwr ikloMZ cukus ds rhu fn’kk funsZ’k crkb;sa\ 

mÙkj&  

  ikloMZ dh yEckbZ de ls de 12&14 v{kjksa dh gksuh pkfg,A 

  ikloMZ ij uacj vkSj fleecy dk mi;ksx djsaA 

  cMs+ vkSj NksVs v{kjks dk iz;ksx djsA 

 

ekbØkslks¶V oMZ/ Microsoft Word 

 

102- vki --------------------- dk mi;ksx dj ,d ;k vf/kd okD;ksa ds fuajrj VsDLV dks NksVs 

fgLlksa ds fy, cgqr vklku gSA 

mÙkj& iSjsxzkQA 
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103- ,d ;k vf/kd okD;ksa ds fy, break continuous text gsrw ------------------ mi;ksx 
fd;k tk ldrk gSA 

mÙkj& iSjsxzkQA 

104- iSjsxzkQ xzqi ---------------- ds rgr miyC/k gSA 

mÙkj& page layout tab ij iSjsxzkQ xqzi ds rgrA 

105- fMQkWYV VSc LVkWi iksft’ku------------------- gSA 

mÙkj& 0-5*^ 

106- gSMj ,.M QqVj fdls dgrs gS\ 

mÙkj& ist ds VkWi ij yxk;k x;k ’kh"kZd gSMj o ist ds uhps yxk;k x;k ist uEcj 

QwVj dgykrk gSA 

107- vki ------------------ xzqi ds rgr miyC/k MsV ,.M Vkbe ij fDyd djds frfFk vkSkj 

le; balVZ dj ldrs gSA 

mÙkj& balVZ 

108- izR;sd ist ds mij vkWVksesfVdyh lwpuk balVZ djus ds fy, ---------------------- mi;ksx 

fd;k tk ldrk gSA 

mÙkj& gSMj ,.M QwVj 

109- gSMj vkWI’ku balVZ VSc esa--------------------------- xzqqi ds rgr miyC/k gSA 

mÙkj& balVZ xzqi esaA 

110- izR;sd ist ds uhps vkWVksesfVdyh lwpuk balVZ djus ds fy, mi;ksx fd;k tk 

ldrk gSA 

mÙkj& QwVjA 

111- QwVj vkWI’ku balVZ VSc esa ------------------------- xzqi ds rgr miyC/k gSA 

mÙkj& balVZ xzqiA 

112- MS-Word  esa  style fdls dgrs gS\ 

mÙkj& LVkby ;k LVkby lsV dh enn ls de ls de iz;klksa ds lkFk izksQs’kuy MkWD;qesaV 

dks ns[kus es vPNk cukusa ds fy, iwoZfu/kkZfjr ;k dLVekbt fodYiksa dk mi;ksx fd;k tkrk gSA 

113- U;wure iz;kl ds lkFk ,d is’ksoj rjhds ls cuk, x, document gsrw 

costomized options.................. gSA 
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mÙkj& Styles ;k Style. 

114- vki Home tab ds rgr ----------------- xqzi dk mi;ksx djds Styles psat dj ldrs 

gSA 

mÙkj& Home tab esa Style xzaqi lsA 

115- ,d --------------------- MkWD;qesaV ds fy, Templates ;k document templates 
jsQj djsaA 

mÙkj& MkWD;qesaV esa uewus Hkjus ds fy,A 

116- vki ----------------- ds vk/kkj ij ,d U;q MkWD;qesaV cukdj ----------------------- dh cpr dj 

ldrs gS D;ksafd -------------------------- gSA 

mÙkj& VsEiysV] le;] lHkh dk;Z bl MkWD;qesaV ds fMtkbu ds fy, igys ls gh fd, tk 

pqds gSA 

117- ist vkSj lsD’ku czsd D;ksa fd;k tkrk gS\ 

mÙkj& ist vkSj lsD’ku czsd dk mi;ksx ,d MkWD;qesaV ess lsD’ku vyx djus ds fy, fd;k 

tkrk gS] ;fn vki ,d MkWD;qesaV esa ,d u;k ist ’kq: djuk pkgrs g S rks vki ist czsd dj 

ldrs gSA 

118- lsD’ku czsd ls vkids MkWD;qesaV dh QkesZfVax es ----------------------------- vkrk gS\ 

mÙkj& yphykiu vkrk gSA 

119- -------------------------- dk mi;ksx dj vki fofHkUu gsMlZ vkSj QqVlZ cuk ldrs gS] fofHkUu 

QqVuksV uEcj Mky ldrs gS] dkWye ds ysvkmV dks cny ldrs gS] fofHkUu istksa ds fy, 

ist cksMlZ cny ldrs gS vkSj ;gka rd dh ,d MkWD;qesaV es ist ysvkmV Hkh cny ldrs 

gSA 

mÙkj& Page and Section Break lsA 

120- ist czsd ds mi;ksx ls vki fofHkUu --------------------- dks cpk ldrs gS\ 

mÙkj& istksa dks cuk ldrs gS vkSj Header and Footer  cuk ldrs gSA 

121- lsD’ku czsd ls MkWD;qesaV dh lkexzh dh ------------------------- dks  fu;af=r fd;k tk ldrk 

gS tc rd vxyk lsD’ku czsd ugh vk tkrk A 

mÙkj& Formating dksA 

122- lsD’ku vkSj ist czsd ns[kus ds fy, -----------------------cVu ij fDyd djsA 
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mÙkj& Paregraph Section ¼iSjsxzkQ lsD’ku ds gkse Vsc ij ‘’kks@gkbM cVu ij 

fDyd djsa½ 

123- fDy;j QkWesZfVax dk mi;ksx D;ksa fd;k tkrk gS\ 

mÙkj& QkWesZfVax dks fDy;j djus ds fy, flysDV fd, x;s VsDLV dh dSjsDVj QkWjesafVax 

dk mi;ksx fd;k tkrk gSA 

124- vkidks VsDLV pquus ds ckn orZeku QkWUV lkbt dks vf/kd cMk QkWUV lkbt cukus 

ds fy, QkWUV ds fy, QkWUV xzqi esa---------------------------------ij fDyd djus dh vko’;Drk gSA 

mÙkj&  

125- Character formatting dks Remove  djus ds fy,] VsDLV pqus vkSj QkWUV 

xzqi ----------------------------ij fDyd djsA 

mÙkj& Clear formatting  

126- p;fur okD; dk igys ’kCn es igyk v{kj --------------------------flysDV djus ij dSfiVy 

ysVj esa ifjofrZr gks tk,sxkA 

mÙkj& vij dS’k @uppercase. 

127- ---------------------flysDV djus ij pqus x, okD; ds lHkh ‘’kCnksa ds igys v{kj dSfiVy 

v{kj ysVj gks tkrs gSA 

mÙkj& lsaVasl dsl¼Sentense case½ 

128- -------------------------MkWD;qesaV esa mi;ksx ds fy, miyC/k igys ls rS;kj best gSA 

mÙkj& fDyi vkVZ¼Clipart½ 

129- ,d vkWCtsDV ------------------ dks MkWD;qesaV es fyad djrs gq, bEcsM djus dh MkWD;qesaV esa 

vkWCtsDV dh Qkby dks --------------------- gSA 

mÙkj& bEcsM djus MkWD;qesaV dh Qkby es ’kkfey ugha fd;k tkrk gSA 

130- ikBd fyad fd, x, vkWCtsDV rd ,Dlsl djus ds fy, ml vyx Qkby------------------

--djs tks ml vkWCtsDV dks cukrh gSA 

mÙkj& Qkby rd vo’; izR;{k ,DlslA 

131- fDyd vkVZ ls ,d MkD;qesaV --------------------------- vkSj --------------------curk gSA 

mÙkj& jaxhu vkSj izLrqrh ;ksX;A 
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132- fDyd vkVZ ----------------illustrations group ds rgr miyC/k gSA 

mÙkj& fjcu ds balVZ Vsc ijA 

133- fdUgh rhu osclkbVksa ds uke fy[kksa tks Qzh fDyi vkVZ miyC/k djkrh gSA 

mÙkj& 

 www.aker.com 

 www.freeclipartnow.com 

 www.openclipart.org 
 

134- Word processing software esa vkWCtsDV D;k gS\ 

mÙkj& tc ,d rduhdh fjiksVZ ;k lekpkj if=dk ;k nksLrksa dks i= fy[krsa gS rks vkidksa 

bls fnypLi cukus ds fy, dqN xzkfQd dk bLrseky djuk gksrk gS] fdUrq ge vius lans’k es 

uk dsoy xzkfQd best feyk ldrs gS cfYd oMZ] oMZ ijQsDV vkSj vksiu vkWfQl es Hkh vU; 

fo’ks"krkvksa dks feyk;k tk ldrk gS bu fo’ks"krkvksa dks vke rkSj ij vkWCtsDV dgrs gSA 

135- ,d fiDpj ds fy, djsa] VsDLV ls igys dlZj j[ksa--------------------fDyd djs vkSj 

illustration ds rgr fDyd djsA 

mÙkj& Inser tab ijA 

136- ,d iztsaVs’ku es eqoh fDyi Mkyus ds fdrus fodYi miyC/k gS\ 

mÙkj& nks fodYi miyC/k gS& 

 balVZ Vsc dk mi;ksx djsA 

 VkbVy vkSj daVsUV ysvkmV vkWI’ku dk mi;ksx djsA 

 

137- balVZ VSc ds rgr xqzi --------------------- esa eqoh fodYi miyC/k gSA 

mÙkj& Media clip group. 

138- vki ,d iztsaVs’ku es ---------------- ds fy, vkWfM;ks fDyi ‘’kkfey dj ldrs gSA 

mÙkj& gYdk lk cSdxzkmUM E;qftdA 

139- VSc -------------- ds rgr ehfM;k fDyi xzqi esa lkmaM dk fodYi gksrk gSA 

mÙkj& Insert tab esa Media Clip Group esa Sound. 

140- iztsaVs’ku lkW¶Vos;j ls ge LykbM esa------------------------ Mkydj LVsfVfLVdy MsVk dks 

iznf’kZr dj ldrs gSA 

http://www.aker.com/
http://www.freeclipartnow.com/
http://www.openclipart.org/
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mÙkj& Table MkydjA 

141- iztsUVs’ku lkW¶Vos;j es Vscy bUlVZ djus dk fodYi dkSuls xqzi esa miyC/k gS\ 

mÙkj& Insert tab esa table group ds rgr VsCky fodYi esaA 

,d LykbM dk ysvkmV cnyus dk fodYi ekStqn gSA 

mÙkj& Home tab ds Slides group ds rgr Layout ijA 

142- -----------------dk mi;ksx ,d iztsUVs’ku es lkaf[kdh MsVk dks lkFkZd :i ls n’kkZus esa 

fd;k tkrk gSA 

mÙkj& Table dk mi;ksxA 

143- Vscy cukus ds nks rjhds gS&-------------------- vkSj----------------------A 

mÙkj&  

 Insert Table dk mi;ksx djA 

 VkbVy vkSj daVSaV fodYi dk mi;ksx djA 

 

144- Vscy dh ,fMfVax vkSj QkWesZfVax ds fy, miyC/k vfrfjDr VSc---------------- vkSj-----------------

gSA 

mÙkj&  

 Design Tab 

 Table style group. 
 

145- iztsaVs’ku lkW¶Vos;j esa pkVZ fdl xqzi ds rgr miyC/k gS\ 

mÙkj& Insert tab esa Illustration group ds rgr chart miyC/k gSA 

146- iztsaUVs’ku lkW¶Vos;j es fdl xzqi ds rgr pkVZ dh Style dj ldrs gSA 

mÙkj& Design Tab esa miyC/k chart style  dk mi;ksx djdsA 

147- vki iztsUVs’ku lkW¶Vos;j esa ,d LizsM’khV ls pkVZ---------------- Hkh dj ldrs gSA 

mÙkj& Import. 

148- -----------------izHkko ls iztsUVs’ku ds nkSjku ns[kus okyks dh fnypLih cMrh gSA 

mÙkj& VªkWaft’ku bQSDVA 
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149- --------------------- ,d fotqvy eks’ku gS ftlesa ,d LykbM iztsUVs’ku ds nkSjku 

vxyh LykbM es cnyrh gSA 

mÙkj& ,d LykbM Vªkaft’kuA 

150- VSc ----------------- ds rgr Vªkaft’ku izHkko dh lwph miyC/k gSA 

mÙkj& Animations Tab ds rgrA 

151- Vªkaft’ku ds izHkko ,fues’ku VSc ds rgr ------------------xqzi esa miyC/k gSA 

mÙkj& Transitions to this slide group ds rgrA 

152- -----------------] ------------------] --------------------] ------------------ vkSj ------------------ iztsUVs’ku lkW¶Vos;j esa 

miyC/k Vªkaft’ku izHkko gSA 

mÙkj&  

153- ---------------- ls vki ,d LykbM ds vanj VsDLV vkSj xzkfQDl ds LykbM ,fyesV Mky 

ldrs gSA 

mÙkj& ,fueS’kuA 

154- ------------------vkidh LykbM dks vf/kd xfr’khy cukus esa lgk;d gksrs gSA 

mÙkj& ,fues’ku bZQSDVA 

155- ,fueS’ku ,IykbZ djus ds fy, vki ,fueS’ku VSc ds rgr -------------------xzqi esa miyC/k 

,fuesV fodYi pqusA 

mÙkj& Animation group ds rgr animate ijA 

156- Tkc vki ,d iztsaVs’ku es eqo] jksVsV ;k eYVhiy vkWCtsDV fjlkbt djuk pkgrs gS 

rks ------------------ls enn feyrh gSA 

mÙkj& xqzfiax lsA 

157- iztsUVs’ku lkW¶Vos;j esa xzqfiax fdl xzqi ds rgr miyC/k gSA 

mÙkj& Format Tab esa Arrange group ds rgr group fodYi ijA 

158- xzqi dropdown fodYi ds rgr miyC/k rhu fodYi gS&--------------------] ------------------] 

vkSj --------------A 

mÙkj& Group, Regroup, Ungroup. 

159- ---------------------- dks ,d iztsaUVs’ku ds nkSjku izLrqr djus }kjk ekxZn’kZu ds VsDLV ds 

rkSj ij bLrseky fd;k tkrk gSA 
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mÙkj& Lihdj UkksV~lA 

160- -----------------yacs ;k NksVs VsDLV gks ldrs gS ftUgsa izLrqr djus okys }kjk lanHkZ ds rkSj 

ij bLrseky fd;k tkrk gSA 

mÙkj& Lihdj uksV~lA 

161- O;w VSc ds rgr ------------------ xzqi esa uksV~l ist fodYi miyC/k gSA 

mÙkj& Presentation views group ds rgrA 

162- iztsaUVs’ku lkW¶Vos;j esa ,d izztsaUVs’ku dh xyfr;ka lq/kkjusa ds fy, ---------------fodYi 

gksrs gSA 

mÙkj& LiSy pSd tSls fodYi gksrs gSA 

163- ,d izHkkoh iztsaUVs’ku cukusa ds lq>ko gS& 

mÙkj&  

 viusa fo"k; ds ckjs es tkus 

 vius fo"k; ds ckjs esa okD;k’kksa dk mi;ksx djsA 

 QSalh QksUV~l ls cpsA 

 LykbM dh la[;k lhfer j[ksA 

 ,uhes’ku vkSj Vªkaft’ku dk le;&le; ij 

mi;ksx djsA 

 VsDLV vkSj cSdxzkmUM ds fy, daVªkLV jax dk 

mi;ksx djsaA 

 

164- LykbM ’kks VSc ds rgr-------------------- xzqi esa LykbM ’kks fodYi lsV djsaA 

mÙkj& Set Up xzqi esa Setup Slideshow. 

165- n’kZdksa ds lkeus iztsaUVs’ku ds nkSjku ----------------- fodYi mi;ksx fd;k tkrk gSA 

mÙkj& Presentation by a speaker (full screen) 

166- ----------------- ,d dEI;qVj VfeZuy gS ftlesa lkoZtfud :i ls izn’kZu ds fy, fo’ks"k 

lkW¶Vos;j vkSj gkMZos;j yxs gksrs gS] ftlls lapkj] okf.kT;] euksjatu vkSj f’k{kk ds fy, 

bLrseky vkSj lwpuk dh tkudkjh iznku dh tkrh gSA 

mÙkj& fd;ksLdA 

167- ;fn vki iztsUVs’ku ds dsoy VSDLV okys fgLls dks fizUV djuk pkgrs gS rks vki 

iztsUVs’ku lkW¶Vos;j esa ----------------- fodYi dk mi;ksx dj ldrs gSA 

mÙkj& vkmVykbuA 



Qestion Booklet VOCATIONAL EDUCATION 

  

 23 

PREPARED BY: - PAWAN KUMAR NAGAR (VOCAITONAL TRAINER:-AISECT 9636737292  

IT/ITES 

168- iztsUVs’ku ds --------------- ] -----------------vkSj ------------------ dks fizaV djus ds fy, fizUV fodYi 

mi;ksx fd;k tkrk gSA 

mÙkj& uksV~l] gS.MvkmV] vkmVykbuA 

169- gS.MvkmV dk fodYi MkªWiMkmu lwph----------------- ds rgr miyC/k gSA 

mÙkj& Print what esa Handout. 

170- -------------------------dk mi;ksx iztsaVs’ku ds dsoy VsDLV Hkkx dks fizUV djus ds fy,  

171- fd;k tkrk gSA 

mÙkj& vkmVykbuA 

 

ekbØkslks¶V ,Dly/ Microsoft Excel 

 
172- vkWVksle dk iz;ksx D;ksa fd;k tkrk gS\ 

mÙkj& oSY;w dks tksM+us ds fy, crkbZ xbZ lSy esa dksbZ vU; dk;Z fd, fcuk QkeZwyk 

fy[kdj iwjk djus es gksrk gSA 

173- Autosum fodYi dgka miyC/k gS\ 

mÙkj& Home Tab ds Editing xzqi es miyC/k gSA 

174- QkWeZwyk dk-------------------- bysDVªkfud LizM’khV dh lcls vge fo"ks’krkvksa es ls ,d gSA 

mÙkj& vkWVksle dSydqyS’kuA 

175- vkWVksle es lSy ds vklikl ds lHkh ------------------ dks pquk tkrk gSA 

mÙkj& oSY;wt dks pquk tkrk gS¼nk;as ls ck;as ;k ck;as ls nk;as½ 

176- daMh’kuy QkWjesafVax ls vki gesa’kk lsSYl es nh xbZ oSY;w dh -----------------dj ldrs gSA 

mÙkj& QkWjesafVax¼QkWUV] dyj] ckWMZj vkSj ’kSfMax½ 

177- daMh’kuy QkWeZsfVax fdls dgrs gS\ 

mÙkj& blesa vki mu lsy dks gkbykbV dj ldrs gS ftudh oSY;w ,d dyj ds lkFk 

ifjHkkf"kr fu;e ls vf/kd gS ;k ftuesa ,d vyx dyj ds lkFk oSY;w de gSA 

178- daMh’kuy QkWesZfVax es vki fdls dUVªksy dj ldrs gS\ 
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mÙkj&  

  uEcj QkWeZsV 

  QkWUV] QkWUV LVkby vkSj dyj ¼ ysfdu QkWUV lkbt ugha½ 

  Dyj djuk vkSj fQy iSVuZ 

  ckMZj dyj vkSj cksMZj LVkby ¼ysfdu ckWMZj fFkdusl ugha½ 

 

179- daMh’kuy QkWesZfVax fodYi dgka miyC/k gSA 

mÙkj& Home Tab esa Styles xzqi esa Conditional formating miyC/k gSA 

180- Highlight cell, greater than, less than, data bars, color scales, 

icon sets fdlds Rule gS\ 

mÙkj& conditional formatting  dsA 

181- LizsM’khV dh ,d cgqr vklku fo’ks"krk ;g gS fd blesa jks@dkWye dks ------------- fd;k 

tkrk gSA 

mÙkj& Hide/Unhide. 

182- ,d LizsM’khV es jks vkSj dkWye -----------------,d vU; ennxkj fo’ks"krk gSA 

mÙkj& Ýht djukA 

183- Hide/Unhide fodYi dgka miyC/k gS\ 

mÙkj& Home Tab esa cells group ds vUnj miyC/k format option . 

184- fdlh Row/Column dks Unhide dSls fd;k tkrk gS\ 

mÙkj& Home Tab esa format option ds vanj Unhide Row/Column ij fDyd 

djsA 

185- Row/Column dks Freeze djus dk fodYi dgka miyC/k gS\ 

mÙkj& View Tab esa window group ds vanj miyC/k Freeze Pane  ij fDyd 

djsA 

186- tc vki ,d jks dks Ýht djrs gS rks-----------------------fLFkj cuk jgrk gSA 

mÙkj& jks fLFkj cuk jgrk gSA 

187- Pane ml LFkku ij curs gS tgka vkidk -------------gksrk gSA 

mÙkj& dlZjA 
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188- Page break set djus dk fodYi miyC/k gSA 

mÙkj& View Tab ij workbook views group esa page break preview ijA 

189- ---------------------,d ist czsd balVZ djus ds fy, ml jks dks flysDV djsa tgka vkik ist 

czsd bUlVZ djuk pkgrs gSA 

mÙkj& ,d ofVZdy ist czsdA 

190- ------------------------,d ist czsd bUlVZ djus ds fy, ml dkWye dks lsysDV djsa tgka vki 

ist czsd bUlVZ djuk pkgrs gSA 

mÙkj& ,d gksfjtksaVy ist czsdA 

191- ,d ist czsd ysvkmV VSc es xzqi ----------------- ds rgr miyC/k gSA 

mÙkj& Page Layout- Page setup group ds vanj Break down arrow ijA 

192- ,d czsd ij dke iwjk djus ds ckn ukeZy O;w ij okil tkus ds fy, vkidks VSc 

O;w ds rgr ---------------------------xzqi esa --------------------ij fDyd djuk gksrk gSA 

mÙkj& Workbook views, Normal. 

193- ist ysvkmV ds rgr ge D;k dj ldrs gS\ 

mÙkj& ist dk ekftZu] vksfj,aVs’ku] ist gsMj ,oa QwVj] gkbV ;k fMLIys] fxzM ykbu] ist 

dk lkbt] fizUV ,fj;k dks fMQkbu djuk vkSj cSdxzkmUM dks fufnZ"V dj ldrs gSA 

194- LizsM’khV lkW¶Vos;j ls --------------------------------O;w dk mi;ksx djus gq, ist O;ofLFkr djus 

ds fy, fofHkUu ist ysvkmV fodYi feyrs gSA 

mÙkj& ist ysvkmVA 

195- VSc------------------------ esa---------------------------xzqi ds rgr ekftZu fodYi miyC/k gSA 

mÙkj& View, Page setup group. 

196- ist vksfj,aVs’ku es nks fodYi ------------------- vkSj -----------------------miyC/k gSA 

mÙkj& iksVZsV vkSj ySaMLdSiA 

197- LizsM’khV ess miyC/k view ds fdrus izdkj gksrs gS crkb;sA 

mÙkj& ikap izdkj gksrs gS& 

 Normal 

 Page layout 

 Page break preview 
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 Costom view 

 Full screen 

 

198- ---------------------------ls vkidks odZcqd ds pqus gq, fgLls dks ns[kus es enn feyrh gSA 

mÙkj& dLVe O;w (costom view) 

199- LizsM’khV ,Iyhds’ku default dk -------------------------view gSA 

mÙkj& Normal. 

200- Spreadsheet esa window dks arrange fdl xzqi ds rgr djrs gS\ 

mÙkj& window group esa arrange all click  djdsA 

201- ,d odZ’khV esa lksais x, lsy ds uke ls vkidks ----------------------- fo’ks"k lsy es enn 

feyrh gS\ 

mÙkj& ,d fo’ks"k lsy ls enn feyrh gS¼ lsy dk uke o jsat nsdj½ 

202- Define name fodYi ------------------- VSc es xzqi ----------------------ds rgr miyC/k gSaA 

mÙkj& Formulas Tab esa defines name group ds vanj define name click 
djsA 

203- pkVZ D;k gS\ fdls dgrs gS\ 

mÙkj& pkVZ ,d xzkfQdy izLrqrhdj.k gS ftles MsVk gksrs gS vkSj MsVk dks ladsrks ls 

n’kkZ;k tkrk gSA 

204- Spreadsheet esa vki blds vUnj fn, x, ------------------ds vk/kkj ij pkVZ dks cuk ] 

la’kksf/kr vkSj QkWesZV dj ldrs gSA 

mÙkj& MsVk ds vk/kkj ijA 

205- Fdu rhu Tab dk mi;ksx djrs gq, vki pkVZ dks ,fMV dj ldrs gS\ 

mÙkj&  

 Design 

 Layout 

 Format 
 

206- ,d pkVZ MsVk dk ----------- gS ftles MsVk dks ckj pkVZ es ------------------------tSls flacy 

vkSj ykbu pkVZ es------------- ls ;k ikbZ pkVZ esa ---------------- n’kkZ;k tkrk gSA 
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mÙkj& xzkfQdy izLrqrhdj.k] ckj] ykbu] LykbMA 

207- Spreadsheet esa short djuk fdls dgrs gS\ 

mÙkj& short djuk ,d ,slh fo’ks"krk gS ftlls vkik ?kVrs ;k c<rs dze esa MkVk dks 

pqudj mls O;ofLFkr djrs gSA 

208- Spreadsheet esa filter djuk fdls dgrs gS\ 

mÙkj& fQYVj ,d ,slh fo’ks"krk gS tks dqN ’krksZ dk mi;ksx djrs gq, fdlh [kkl MsVk dks 

,DLVªsV djus es bLrseky gksrh gSA 

209- Short option fdl VSc o xzqi ds rgr miyC/k gS\ 

mÙkj& Data Tab esa short & filter group ds rgrA 

210- -------------------------ls vkids pqus x, MsVk dks ----------------;k ds dze es tekus es enn feyrh 

gSA 

mÙkj& short ls ] ?kVrs ;k c<rs dze esaA 

211- fQYVj ds mi;ksx ls vki -------------------- ds vk/kkj ij MsVk ,DlVªsDV dj ldrs gSA 

mÙkj& dqN ‘’krksZ dk mi;ksx ls [kkl MsVkA 

212- O;w VSc ds rgr -------------------xzqi esa fLop foaMksa fodYi miyC/k gSaA 

mÙkj& window group ds rgrA 

213- fofHkUu -----------------dh lsYl dks fyad djus ls vki fofHkUu L=ksrks ds MsVk dk lkjka’k 

fudky ldrs gSA MsVk dh lsYl dks fyad djus ls vkidks fofHkUu LFkkuksa ij ,fMfVax fd, 

fcuk tkudkjh dks -------------------- djus es enn feyrh gSA 

mÙkj& odZ’khV vkSj fofHkUu LizsM’khVA 

214- ------------------spreadsheet software ls yksx ----------------dks lk>k dj ldrs gS vkSj 

bls usVodZ ij ,sls LFkku esa j[k ldrs gS tgka dbZ yksx ,d lkFk bl ij dke dj ldsA 

mÙkj& odZcqd (workbook) 

215- fjO;w VSc ds rgr ---------------------xzqi es miyC/k odZcqd fodYi lk>k djsA 

mÙkj& Review Tab esa change group ds vanj share workbook  option ij 
fDyd djsA 

216- lk>k dh xbZ odZcqd eas ----------------] --------------------- vkSj -----------------------balVZ djus ‘;k dh 

vuqefr ugha gksrh gS\ 
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mÙkj& lSy dks etZ djus] daMh’kuy QkWeZsfVax ;k fiDpj@xzkQ vkfn dhA 

217- spreadsheet esa etZ fdls dgrs gS\ 

mÙkj& tc nks ;k vf/kd lsyks dks feyk;k tkrk gS mls etZ dgrs gSA 

 

 

 

 

 

 

 

bZ&esy eSlsftax/ E-mail Messaging 

 
218- le; izca/ku fdls dgrs gS\ 

mÙkj& le; izca/ku dk vFkZ gS O;ofLFkr jgdj dk;Z dh ;kstuk ds vuqlkj dk;Z djuk 

ftlds ifj.kke Lo:i n{krk vkSj mRikndrk esa o`f) gksxhA le; izca/ku esa isij vkSj isu tSlh 

ljy rduhd dk mi;ksx fd;k tk ldrk gS] vki vius le; dh ;kstuk ds fy, dSysaMj 

lkW¶Vos;j dk mi;ksx dj ldrs gSA 

219- dSaysaMj lkW¶Vos;j vkidks dSysaMj dk ,d------------------:i iznku djrk gSA 

mÙkj& bysDVªksfud :iA 

220- dSysaMj lkW¶Vos;j dkSu&dkSuls O;w iznku djrk gS\ 

mÙkj&  

 Day  

 Week 

 Month  
 

221- vki ------------------dk p;u djds dSysaMj ds fy, fodYiksa dks lsV dj ldrs gS 
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mÙkj& Tools  Options. 

222- -----------------------ls ;kstuk cukbZ tkrh gS ftlds ifu.kke Lo:i n{krk vkSj mRikndrk 

c<+rh gSA 

mÙkj& le; izcU/ku lsA 

223- -------------------,d lkW¶Vos;j gS tks dSysaMj ds ;wtj dks ,d bysDVªksfud otZu iznku 

djrk gSA 

mÙkj& dSyasMjA 

224- dSysaMj lkW¶Vos;j }kjk rhu O;w fnu] lIRkkg] eghuk gSA 

225- vki--------------------- dk mi;ksx dj ,ikWbaVesaV cuk ldrs gSA 

mÙkj& dSysaMjA 

226- ,ikWbaVesaV ’ksM~;wy fdrus rjhdks ls cuk ldrs gS\ 

mÙkj& nks rjhdks ls& 

 esaU;w ckj dk mi;ksx djdsA  

 dSyasMj dk mi;ksx djdsA 

 

227- ,d ,ikWbaVesaV ‘’ksM~;wy cukus ds nks rjhds ---------------vkSj --------------------gSA 

mÙkj&  

 esaU;w ckj dk mi;ksx djdsA 

 dSyasMj dk mi;ksx djdsA 

 

228- dSyasMj es ‘’ksM~;wy dh xbZ-------------------vk/kkj ij dSysaMj lkW¶Vos;j dk ladsr¼ vyVZ½ 

feyrk gS 

mÙkj& ,aVªh ds vk/kkj ijA 

229- ------------------,ikWbaVesaV nksgjko ds le; fu/kkZj.k VkLd ds fy, bLrseky fd;k tk 

ldrk gSA 

mÙkj& New Recurring Appointmet. 

230- Vki ,ikWbaVesaV ds fy, fof’k"V dyj nsdj Vkbe eSustesaV lkW¶Vos;j es --------------dj 

ldrs gSA 

mÙkj& ,ikWbaVesaV oxhZdr̀(appointment category) 

231- ,ikWbaVesaV dks dc oxhZd̀r dj ldrs gS\ 
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mÙkj& vki ,ikWbaVesaV cukus ds le; ;k ,aikWbaVesaV cukus ds ckn bls oxhZd̀r dj ldrs 

gSA 

232- Vki ,ikWbaVesaV ds fy, fof’k"V-------------------fn, x;s Vkbe eSustesaV lkW¶Vos;j es 

,ikWbaVesaV dh Js.kh cuk ldrs gSA 

mÙkj& dyjA 

233- Vkbe eSust+esaV lkW¶Vos;j es dqN Jsf.k;ka crkb;s\ 

mÙkj&  

234- dSysaMj lk>k djus ls D;k rkRi;Z gS\ 

mÙkj& vki lacaf/kr O;fDr ds bZesy vkbZMh ij dSysaMj Hkstdj fdlh vkSj ds lkFk vius 

dSysaMj Hkh lk>k(share) dj ldrs gS 

235- dSyasMj dks fdl fodYi ds rgr lk>k dj ldrs gS\ 

mÙkj& Publish my calendar option ds rgrA 

236- vius thou lkFkh] ifjokj vkSj vU; ds lkFk vius le; dsUnzh; thou ds fofHkUu 

[kaMks dks lk>k djus ds fy,--------------vius dSyasMj dh enn ysA 

mÙkj& Publish my calendar dh enn ysA 

237- dSyasMj lk>k djus ds fy, vki usfoxs’ku isu es miyC/k ----------------vkWI’ku dks pqu 

ldrs gS\ 

mÙkj& Publish my calendar ijA 

238- okLrfod lg;ksx vkSj lkekftd usVoZfdax ds fy, vafre lhek----------------lk>k djuk 

gSA 

mÙkj& dSyasMjA 

239- fizUV vkWI’ku fdl ehuw ds rgr miyC/k gS\ 

mÙkj& File  Print   Print dialog box. 

240- izkbosV ,ikWbaVesaV ds fooj.k fizUV djus ds fy, vki--------------pSd ckWDl dks vupSd 

djuk gksrk gSA 

mÙkj& ,ikWbaVesaV pSd ckWDl ds Hide details dksA 

241- cSBd dk vFkZ le>kb;s\ 



Qestion Booklet VOCATIONAL EDUCATION 

  

 31 

PREPARED BY: - PAWAN KUMAR NAGAR (VOCAITONAL TRAINER:-AISECT 9636737292  

IT/ITES 

mÙkj& ,d cSBd dk vFkZ gS tc vki dqN yksxksa dks feyus ds fy, cqykrs gS ;k dqN 

lalk/kuksa dks vkjf{kr djus gS¼ cSBd gkWy] midj.k vkfn½ A vki cSBd ds vuqjks/k fy[k vkSj 

Hkst ldrs gS rFkk vkeus lkeus dh cSBdksa ;k vkWuykbu cSBd ds fy, lalk/ku vkjf{kr dj 

ldrs gSA 

242- ,d ,ikWbaVesaV ,d---------gS ftlessa vki yksx ;k vkjf{kr lalk/kuksa dks vkeaf=r djrs 

gS\ 

mÙkj& cSBd (meeting) 

243- cSBd dk vuqjks/k Hkstrs le; vki -----------------] -------------------vkSj -------------fufn"V dj 

ldrs gSA  

mÙkj& File   New   Meeting request. 

244- dSysaMj lkW¶Vos;j ls yksxks dks vU; yksxksa ds lkFk cSBd ds---------------- dh lqfo/kk 

feyrh gSA 

mÙkj& vuqjks/kksa ij izfrfdz;k djus dh lqfo/kk feyrh gSA 

245- vki -----------es viuh cSBd vuqjks/k ds fy, mÙkj nsa ldrs gS 

mÙkj& dSysaMj lkW¶Vos;j esaA 

246- cSBd vuqjks/k ds fy, vkids mÙkj ds dqN vkWI’ku -------------] ---------------] -----------------------------

-vkSj ------------------gSA 

mÙkj& accept, Tentative, Decline,propose new time. 

247- Vkidks cSBd vuqjks/k izkIr gqvk gS ftlesa vki ds fy, ’ksM;wy lqfo/kktud ugha gS 

;|fi vki bl cSBd dks vkxs c<kuk pkgrs gSaA bl cSBd ds fy, mÙkj nsrs le; fdl 

vkWI’ku dk mi;ksx fd;k tkuk pkfg,A 

mÙkj& Tentative and propose New Time ;k Decline and Propose New 

Time. 

248- fdl application software ds rgr Task(dk;Z) cuk ldrs gSA 

mÙkj& Email calendar application software. 

249- vki bZesy ,Iyhds’ku lkW¶Vos;j es miyC/k VkLd use ij --------------- djds VkLd 

,fMV Hkh dj ldrs gS\ 

mÙkj& Mcy fDyd djdsA 

250- ---------------dk vFkZ gS ,slk dk;Z tks O;fDr }kjk fu"ikfnr fd;k tk ldrk gSA 
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mÙkj& VkLd 

251- ,d VkLd cukrs le; vki VkLd ds ------------] ---------------] ------------] ------------ ---------vkSj---------

-----dks ifjHkkf"kr dj ldrs gSa 

mÙkj& lctsDV dk uke] VkLd dh vkjafHkd frfFk vkSj lekiu frfFk] VkLd dh fLrfFk] 

VkLd dh izkFkfedrkA 

252- uksV~l(notes) fdl lkW¶Vos;j ds rgr cuk ldrs gS\ 

mÙkj& Calendar software ds rgrA 

253- uksV~l D;k gS\ 

mÙkj& Notes short text message gSA 

254- ‘’kksVZ VsDLV eSlst gS---------------tks quick notes ysus ds fy, O;fDr mi;ksx dj 

ldrk gSA 

mÙkj& Notes 

255- uksV~l dh lwph ds O;w ds fy, vki dSysaMj ,Iyhds’ku esa------------------ vkWI’ku pqusA 

mÙkj& Calendar application esa Notes. 

256- tujy ,aVªh esa fdu xfrfo/k;ksa dks vkWVksesfVdyh fjdkWMZ fd;k tk ldrk gSA 

mÙkj&  

  bZ&esy Hkstuk vkSj izkIr djukA 

  VsyhQksu dkWy 

  cSBd dk vuqjks/k vkSj mÙkj nsukA 

  vkids }kjk izcaf/kr vkWfQl MkD;qesaVA 

 

257- Vªkaft’ku dh Vkbe ykbu dk -------------cukrk gS tks dkWUVsV ds fy, fyad fd;k tk 

ldrk gSA 

mÙkj& le; lhekA 

258- dqN oLrq, ---------] -----------] ------------] -------------gS tks dSyasMj lkW¶Vos;j }kjk vkWVkssesfVdyh 

fjdkWMZ dh tk ldrh gSA 

mÙkj&  

   bZ&esy Hkstuk vkSj izkIr djukA 

   VsyhQksu dkWy 
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   cSBd dk vuqjks/k vkSj mÙkj nsukA 

   vkids }kjk izcaf/kr vkWfQl MkD;qesaVA 

 

MsVkcsl/ Database 

 
259- ,d MsVkcsl MsVk dk ,d ---------------gS\ 

mÙkj& laxfBr laxzg gSA 

260- MsVk csl dh ladYiuk dks dc fodflr fd;k x;k\ 

mÙkj& MsVk csl dh ladYiuk dks 1990 ds n’kd esa fMtkbfuax] fuekZ.k] vkSj tfVy lwpuk 

iz.kkyh ds j[kj[kko dh yxkrkj c<+rh dfBukb;ksa dks de djus ds fy, fodflr fd;k x;k A 

261- D.B.M.S. dk iqjk uke crkb;sa\ 

mÙkj& Database management system. 

262- MsVkcsl D;k gS\ 

mÙkj& ,d MsVkcsl izca/ku iz.kkyh dEI;q`Vj izksxzke dks daVªksy djus] blds j[kj[kko vkSj 

,d MsVkcsl dk mi;ksx ds lkFk ,d lkW¶Vos;j iSdst gSA 

263- MsVkcsl cukus vkSj izcU/ku djus ds fy, ,d -------------lkW¶Vos;j iSdst dk mi;ksx 

fd;k tkrk gS\ 

mÙkj& Database software. 

264- fdUgha 5 DBMS Database ds uke fyf[k,\ 

mÙkj&  

  Oracle 

  IBM DB2 

 Microsoft SQL Server 

 Microsoft Access 

 My SQL 
 

265- MsVk dks fdrusa izdkj ls laxfBr fd;k x;k gS\ 

mÙkj& nks izdkj ls& 

 ¶ySV Qkby 
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 fjys'kuy ¼ laEcU/kkRed½ 

 

266- MsVk csl loZj fdls dgrs gS\ 

mÙkj& MsVk csl loZj ,sls lefiZr dEI;qVj gS ftlesa okLrfod MsVk csl j[kk tkrk gS vkSj 

dsoy Mhch,e,l rFkk lacaf/kr lkW¶Vos;j pyk, tkrs gSA 

267- Backends fdls dgrs gS\ 

mÙkj& MsVk csl loZj dks Backends dgrs gSA 

268- Forntends fdls dgrs gS\ 

mÙkj& MsVkcsl es command line ;k graphic user interface tools ds ek/;e ls 

MsVk ,DlSl djuk frontends dgykrk gSA 

269- RDBMS fdlus fodflr fd;k\ 

mÙkj& vkj Mh ch ,l ,l dks vkbZ ch ,e ¼IBM½ dh lSu tkWUl fjlpZ ySc ds bZ-,Q- 

dksM us fodflr fd;kA 

270- vkj-Mh-ch-,e-,l- dk iwjk uke o ;g fdl ekWMy ij vk/kkfjr gS\ 

mÙkj& Relational data base management system ;g Relational 

¼laca/kkRed ½ database ij vk/kkfjr gSA 

271- laca/kkRed ekWMy dk iz;kstu ----------------fufnZ"V djus dh ?kks"k.kk djus dh fof/k;ka 

crkuk gksrk gSA 

mÙkj& MsVk vkSj DoSjhA 

272- MsVkcsl es lwpuk LVksj djus vkSj blds izca/ku esa bLrseky gksus okys -------------- fufgr 

gksrs gSA 

mÙkj& vkWCtsDV~lA 

273- ---------------------ls iz;ksDrk ;k dEI;qVj dh xyrh ls fjdkWMZ ds nq?kZVuk o’k MqIyhdsV cu 

tkus dh jksdFkke gksrh gS\ 

mÙkj& uniqueness. 

274- MsVk csl es Field fdls dgrs gS\ 

mÙkj& izR;sd iz’u ftls ge iqNrs gS] ,d vkbVe ds ckjs es bls “Field” dgrs gSA 

275- ,d -----------------esa MsVk dks Vscyksa ds :i es O;ofLFkr fd;k tkrk gSA 



Qestion Booklet VOCATIONAL EDUCATION 

  

 35 

PREPARED BY: - PAWAN KUMAR NAGAR (VOCAITONAL TRAINER:-AISECT 9636737292) 

IT/ITES 

mÙkj& vkj-Mh-ch-,e-,l esA 

276- MsVk csl es Vscy fdls dgrs gS\ 

mÙkj& ,d Vscy MsVk ,fyesaV ¼osY;w½  dk ,d lsV gS ftls [kM+s dkWye ¼ ftUgs vusd 

uke ls igpkuk tkrk gS ½ vkSj vkM+h jkst (Rows) dk ekWMy bLrseky djrs gq, cuk;k tkrk 

gSA ,d Vscy es dkWye dh fuf’pr la[;k gksrh gS fdUrw bles dbZ jkst+ gks ldrh gSSA 

277- MsVk csl es dkWye ;k QhYM~l fdls dgrs gS\ 

mÙkj& ,d dkWye ,d ljy izdkj ds MsVk oSY;w dk ,d lsV gS tks ,d Vscy dh izR;sd 

jks esa gksrk gS] dkWye ls cukoV r; gksrh gS rFkk blds vuqlkj jkst+ cukbZ tkrh gSA 

278- MsVk csl es jks ;k fjdkWMZ ;k Tuples fdls dgrs gS\ 

mÙkj& ,d jks dks fjdkWMZ ;k Tuple Hkh dgrs gSA ftlesa ,d MsVk vkbVe gksrk gSA ljy 

‘’kCnksa es MsVk csl Vscy es jks rFkk dkWye ;k Field gks ldrs gSA 

279- Open office base esa MsVk dks fdrusa izdkj esa ckaVk x;k gS\ 

mÙkj& ikap izdkj es& 

 U;wesfjd izdkj 

 vYQkU;wesfjd izdkj 

 ckbujh izdkj 

 frfFk le;  

 vU; osfj,cy izdkjA 

 

280- ,d MsVk csl esa U;wesfjd MsVk izdkj dksulh lwpuk LVksj djus esa dke vkrk gS\ 

mÙkj& eksackby u0] jksy u0] njoktk u0] Ldqy esa nkf[kyk o"kZ] lR; ;k vlR; dFku] 

lkaf[;dh eqY; vkfnA 

281- fdUgha rhu U;wesfjd MsVk izdkj ds Ukke crkbZ;s\ 

mÙkj& Boolean(yes/no), INTEGER(Integer stor), Decimal (decimal). 

282- Primary key (PK) fdls dgrs gS\ 

mÙkj& ,d fof’k"V QhYM dks izkbejh dh dgrs gSA 

283- ------------- dk mi;ksx bldk irk yxkus esa fd;k tkrk gS fd ,d MsVk csl esa ge 

fdl izdkj dk MsMk LVksj djsaxs\ 

mÙkj& Data type (MsVk izdkj ) 
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284- ----------------------,d fof’k"V oSY;w gS tks ,d VScy es ,d jks dh igpku djrh gSA 

mÙkj& Primary key. 

285- fdl MsVk izdkj (data type)  ds rgr ge MsVk csl es QksVks] E;qftd Qkbyksa 

vkfn dks j[k ldrs gS\ 

mÙkj& ckbujh MsVk Vkbi (binary data type) 

286- MsVkcsl es fdu command ds rgr MsVk ds structure dks le; vkSj 

manipulate dj ldrs gS\ 

mÙkj&  

o MsVk MsfQus’ku ySXosat (DDL) 

o MsVk eSuhiqys’ku ySXosat (DML) 
 

287- ,d yksdfiz; MsVk eSuhiqys’ku Hkk"kk ---------------------------gSA 

mÙkj& Structure Query Language (SQL) 

288- MsVk eSuhiqys’ku ySXosat  fdrus izdkj 

ds gksrs gS\ 

mÙkj& nks izdkj ds gksrs gS& 

 izfdz;kxr 

 xSj izfdz;kxr 

 

289- --------------------,d Hkk"kk gS ftlls iz;ksDrk 

,d MsVk csl esa ,Dlsl vkSj eSuhiqysV djrs gS\ 

mÙkj& data manipulation language 

(DML) 

290- ------------------,d MsVk csl dks cukus dh cqfu;knh bdkb;ka gSA 

mÙkj& VScy (Table) 

291- ,d VScy dks fMtk+bu djus ds fy, vkidks VkLd ds rgr miyC/k --------------] ------------

----- fodYi esa ---------------] ------------------ dks flysDV djuk gksrk gSA 

mÙkj& Task ds vanj create table in  Design view esa Table Design. 

292- -------------------ls vkidks MsVk csl esa tkydkjh O;ofLFkr :i ls LVksj djus esa enn 

feyrh gSA 
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mÙkj& QkWeZ (forms) 

293- ,d QkeZ cukus ds fy, vkidks MsVk csl lsD’ku ds rgr miyC/k ----------fodYi 

flysDV djuk gksxkA 

mÙkj& form option. 

294- MsVk csl esa Dosjh (query)  djuk fdls dgrs gS\ 

mÙkj& Vscy cukus vkSj blesa MsVk Mkyus ds ckn vc vki blesa ls dqN tkudkjh 

fudkyuk pkgrs gS] bls MsVk csl es DOksjh ¼iqNrkN½ djuk dgrs gSA 

295- SQL dk iwjk uke crkb;s\ 

mÙkj& Structure Query Language. 

296- ,d Vscy es lHkh dkWye fjfVªao (Retrive) djus dk flVsDl D;k gS\ 

mÙkj& SELECT * FORM TABLENAME; 

297- ,d MsVk csl esa ,d ;k vf/kd fjdkWMZ bUlVZ djus dk syntax D;k gS\ 

mÙkj&

 Table(column1,column2,column3...)VALUES(value1,value2,value2) 

298- Vscy es lHkh MsVk dks fMLiys djus dk flaVsDl D;k gS\ 

mÙkj& SELECT * FORM SDETAILS 

299- ,d MsVk csl es fjdkWMZ dks eksMhQkbZ ;k viMsV djus dk syntax D;k gS\ 

mÙkj& UPDATE table_name SET column_name = value [column_name 

= value...] [WHERE condition] 

300- ,d MsVk csl ls fjdkWMZ delete dk flaVsDl D;k gS\ 

mÙkj& “ table_name”[WHERE]condition; 

301- MsVk csl esa Vscy create djus dk syntax D;k gS\ 

mÙkj& create table table_name([column deffination]) (table 

parameters) 

302- -------------------dk mi;ksx ,d Li"V QkWesZV es lHkh dk;kZs ds ifjHkk"kk rS;kj djus ds fy, 

fd;k tkrk gSA 

mÙkj& fjiksVZ dk mi;ksxA 
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303- ,d fjiksVZ cukus ds fy, vkidks VkLd ds rgr miyC/k -------------------fodYi flysDV 

djuk gksrk gSA 

mÙkj& Open office base application esa Reports Section Use wizard to 

create Report. 

 

 

THE END

 
 

“Without crossing the worst situations, no one can 

touch the best corners in life. Dare to face anything 

in life.

 

“Winners Never Quit, 

Quitters Never Win”

 

 

 

 




