lcpu full form

2 - MKWD;gesaV esa mi:ksx ds fy, miyC/k igys Is rS;kj best gSA mUKj& fDyi vkVZ¥4Clipartys
3fDyd vkVZ ----------m-o--- illustrations group ds rgr miyC/k gSA mUKj& ficu ds balVZ Vsc ijA

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

mUKj&+ www.aker.com,% www.freeclipartnow.com,% www.openclipart.org

5 balVZ VSc ds rgr xqzi -----------=--=------ esa eqoh fodYi miyC/k gSA mUkj&Media clip group.

6 iztsaVs'ku IkWq[Vos;j esa pkVZ fdl xqzi ds rgr miyC/k gS\

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

7. Autosum fodYi dgka miyC/k gS\ mUKj&Home Tab ds Editing xzqi es miyC/k gSA

8 daMh’kuy QkWesZfVax fodYi dgka miyC/k gSA mUkj&Home Tab esa Styles xzqi esa Conditional
formating miyC/k gSA 9- Highlight cell, greater than, less than, data bars, color scales, icon sets fdlds Rule

gS\ mUKkj&conditional formattingdsA
10.a. Hide/Unhide fodYi dgka miyC/k gS\ mUkj&Home Tab esa cells group ds vUnj miyC/k
format option. 11- fdlh Row/Column dks Unhide dSls fd;k tkrk gS\

mUkj&Home Tab esa format option ds vanj Unhide Row/Column ij fDyd djsA
12- Row/Column dks Freeze djus dk fodYi dgka miyC/k gS\
mUKj&View Tab esa window group ds vanj miyC/k Freeze Pane ij fDyd
djsA 13 ,d ist czsd ysvkmV VSc es xzQi ----------------- ds rgr miyC/k gSA
mUKkj&Page Layout- Page sdtup group ds vanj Break down
arrow ijA

14 ist vksfj,aVs’ku es nks fodYi ------------------- VKSj ---------momoo -y - -hiyC/k gSA mUKj& iksVZsV vkS;j
ySaMLdSIA

15LizsM’khV ess miyC/k view ds fdrus izdkj gksrs gS crkb;sA
mUKj& ikap izdkj gksrs gS&* Normal * Page layout * break preview * Costom view *  Full
screen 16 LizsM’khV ,lyhds’ku default dk -------------=------ @e SAmUKj&Normal.

17 pkVZ D:k gS\ fdls dgrs gS\ mUkj& pkVZ ,d xzkfQdy i rhdj.k gS ftles MsVk gksrs gS vkSj MsVk dks
ladsrks Is n’kkZ;k tkrk gSA
18Spreadsheetesa short djuk fdls dgrs gS\

mUkj&short djuk ,d ,slh fo’ks"krk gS ftlls vkik % ;k ¢<rs dze esa MkVk dks pqudj mls O;ofLFkr djrs gSA
19- Spreadsheet esa filter djuk fdls dgrs gS\

mUKkj& fQYVj ,d ,slh fo'ks"krk gS tks dq ;& mi;ksx djrs gq, fdlh [kkl MsVk dks ,DLV3sV djus es
bLrseky gksrh gSA ’\%

20- Short option fdl VSc o xzqi ds r yC/.

21 spreadsheetesa etZ fdls dgrs
mUKj& tc nks :k vi/kd Isyks d gS mls etZ dgrs gSA

22- usVodZ ftlesa IHkh dEl; a@I s ,d leku ntkZ fn;k tkrk gS bls ------------------ usVodZ dgrs gSA mUkj&
ih;j Vq ih;j ¥4P2PY%

23- usVodZ ds eq[; izdkj crkb;sA mUkj& nks eq[; izdkj gksrs gS& 1- ysu Y4sLANY: 2- osu Y4aWANY%

mi S\ mUkKj&Data Tab esa short & filter group ds rgrA

24 oYMZ okbM osc ftls lafksi es K --- Hkh dgrs gSA mUkj&www , w3

25.0k;ZM baVjusV dusfDVfoVh ds rhu izdkj ----------------- | === ] -
- g‘SA

mUkj& Mk;y vi] Mh 1 ,y] dscy baVjusV rd iggapA

260Kk;ysl baVjusV dusfDVfoVh ds rhu izdkj ------------------- ] - - vkSj ------------

----- gSA mUKj& 3 th ] ok;jySI ] okbZ&QkbZA

27,lyhds’ku cSLM balLVsUV eSlisftax IkWq[Vos;j crkb;saA

mUKj&1 Xwkxy VkWd 2 ;kgw!eSlsatj 3 Ldkbi 4 foaMkst ykbo eSlsatj 5 jstMQ ckWy
vkfnA

280Sc CKkSIM balLVsUV eSilsftax IkW{Vos;j crkb;sA

mUKkj&1 ehcks 2 :kgw! Oksc gsrw eSlsatj 3 MSNeSlsatj 4IMovkinA

29dSysaM;j Ikw{Vos;j dkSu&dkSuls O;w iznku djrk gS\ mUKj& 1 Day 2 Week 3
Month

30CykWx fdls dgrsa gS\



mUkj& CykWx xSj rduhdh ¥4vkSj rduhdh iz;ksDrk¥% }kjk ,d O;fDrxr osc ist cukus ds fy,
bLrseky dh tkus okyh ppkZ dh ’kSyh okyh IkbV gSA CykWx ,d vkWuykbu O;fDrxr Mk;jh ds
leku gS vkSj mi;ksx esa vklku Gssa

31fdUgha 5 eqfr CykWx Isok iznku djus okyh osc lkbVksa ds uke crkb;sA

mUKkj&o www.wordpress.com o www.blogger.com o www.blog.com

owww.weebly.com o www.blogsome.com

32fdUgha rhu vkWQykbu CykWx ,fMVIZ ds uke crkb;s\ mUkj&1 dgekuk 2 foaMks ykbo

eSlastj 3 CykWx MsLd

33vkWuykbu ’kksfiax dh dgN yksdfiz; osc IkbVs crkb;sA
mUKj&1 flyidkVZ flipcart 2. TykbV vkSj Vasau fVfdV cqd djus ds fy,
IRCTC

3 Lkeku cspus vkSj [kjhnus ds fy, EBAY,0LX  4.BUS fVfdV cqd djus ds fy, jsMcl
34etcwr ikloMZ cukus ds rhu fn’kk funsZ’'k crkb;sa\
mUKkj&1 ikloMZ dh yEckbZ de Is de 12&14 v{kjksa dh gksuh pkfg,A
2 ikloMZ ij uacj vkSj fleecy dk mi;ksx djsaA 3 cMs+ vkSj NksVs v{kjks dk iz;ksx djsA

35DBMS and RDBMSHIGhIATIET]|
S HAASTHSTIECHARDBMS-RelRAeseadHASTH e H 2§

FEFRFAAAAISTRUCTURE QUERY LANGUAGE 3
DMLSTe#AgeRIeTeladsl, DDL- SersfhagikTeladsr3sfdUgha tabase ds uke fyf[k,\
mUKj&# Oracle @ IBMDB2 # Microsoft Access

39Backends fdls dgrs gS\ mUkj&MsVk csl 10Zj dks Backe@o‘l/g 3

40Forntends fdls dgrs gS\swR-MsVkcesl &3 command line ds ek/;els MsVk ,DISI djuk
frontendsdgykrk gSA
1

41RDBMS fdlus fodflr fd;k\ mUkj&vkb (&/4} M%2 dh ISu tkWUI fjlpZ ySc ds bZ-,Q- dksM
us fodflr fd:kA

42MsVK csl es Field fdls dgrs gS\ me zR;sd iz'u ftls ge igNrs gS] ,d vkbVe ds ckjs es bls

“Field” dgrs gSA
43MsVk csl es jks ;k fldkWMZsk Twples fdls dgrs gS\
T

mUKj& ,d jks dks fidkW le Hkh dgrs gSA ftlesa ,d MsVk vkbVe gksrk gSA ljy
“kCnksa es MsVKk csl VZ@;‘jks rFkk dkWye ;k Field gks Idrs gSA
440pen office base esa MsVK dks fdrusa izdkj esa ckaVk x;k gS\

mUKj&ikap izdkj es& 1U;wesfjd izdkj 2. vYQkU;wesfjd izdkj 3ckbujh izdkj 4frfFk le; 5
vU; osfj,cy izdkjA
45.Primary key (PK) fdls dgrs gS\ mUkj& ,d fofk"V QhYM dks izkbejh dh dgrs gSA
46Excel 7 text &I center, left,right Tas#c
A47--------- dkmi;ksx bldk irk yxkus esa fd;k tkrk gS fd ,d MsVk csl esa ge fdl izdkj dk MsMk
LVksj djsaxs\
mUKkj&Data type (MsVKk izdkj )

48.----mmmmmm oo ,d fof k"V oSY;w gS tks ,d VScy es ,d jks dh igpku djrh gSA
mUKj&Primary key.

49. fdl MsVk izdkj (data type) ds rgr ge MsVk csl es QksVks] E;qftd Qkbyksa vkfn dks j[k
ldrs gS\

mUKj&ckbujh MsVk Vkbi (binary data type) ‘

50,d yksdfiz; MsVk eSuhiqys’ku HKK"kKK ---=--=--===mmmmommemmeee gSA mUKj&Structure Query

Language (SQL)


http://www.blogsome.com/

51,d Vscy es IHkh dkWye fjfVaao (Retrive) djus dk flVsDI D;k gS\ mUKj&SELECT * FORM
TABLENAME;

52Vscy es IHkh MsVk dks fMLiys djus dk flaVsDI D:k gS\mUKj&SELECT * FORM SDETAILS
53MsVk csl esa Vscy create djus dk syntax D;k gS\

mUKj&create table table_name([column deffination]) (table parameters)

54. 1 would like to have.............. onion Masala Dosa and Vanilla Ice cream.(a,an,the) Ans. An
55. We really enjoyed ............. on the trip to Manali last month. A) Us B) ourselves ans : B
56. | will take Bus no 540............... the central Terminal and get off.............. the INA bus stand.

a) From, in b) from, at : (b)
57.Change the verbs in brackets to Present Perfect Tense
e, a car. (drive) answer:Have driven

YOU ..ovvveennnnnn. (win) the competition answer:Have won

................ | use your Pen? answer:Can/could

I be able to help you out. I............ rain tomorrow.an Y
YOU...ovvvvnneeeen. do the work yourself. answer:Should &t
1. page layout & 3NRUeLT & &I YhR FdsT | 1. of &

2.95 WX # 3o8¢ e & gsT 3R HeX U H e g |1. header 2. footer 3.page number

3.9 WAE # 70 ¢a text U A date & i word ‘art 8ff 3qeTsY § |
4. g5 NATH dTheader &footer F AT
1.news print 2.annual 3.alphabet 4. e a&scmge no
5. 95 WA H text &1 style 31X change slyle T ¢ & dgd 39as¥ & | 81HcT & dgd 3Udey § |
6. W CFICIT 3UcIeY Flel dlell GlATHSS | 1. office.microsoft/template 2. docstoc.com
7.grow font & 37&RT Fr A p.shrink font & 31&RT &1 AT gedr g
8.strickthrough &1 ¢ - ;@&x} FUX ST 3T STl & |
9.grow font, shrink font, striekythrough ,change case g1 ¢& & fohd U & T 3Uels¥ & - Font
1081\ &J & font T A change case H I option 8l & |
sentence case,UPPERCASE,lowercase,Capital Each Word, ioggle case
1130 fFIU3mE Wass a1 arell didl A9ASE & AT Tdsy |
1. clker.com 2. openclipart.org 3. www.pdclipart.org
12. 95 A # 3o0¢ o lllustration T & TEc AT AT option 3Tl ¢ |
1. Picture, clipart, shapes, smartart, chart, screenshot
13. DBMS @ RDBMS &I Geithisl &Sy |
DBMS - DATABASE MANAGEMENT SYSTEM,
RDBMS - RELATIONAL DATABASE MANAGEMENT SYSTEM
14. SQL,DML,DDLHT Horthiad FST |

SQL- STRUCTURE QUERY LANGUAGE , DML — DATA MANIPULATION LANGUAGE , DDL —DATA DEFINATION
LANGUAGE
15. 4 S AMFedIRX & 1 §dsv | 1. ORACLE 2 .FOXPRO 3. MS SQL 4. MYSQL

58Fill in the blanks with the correct words from the given table. ( cap, should, may, might )

might




16. GUI &I BeAhi#el ddTSU - AATfthehel JoR Fexthd GRAPHICAL USER INTERFACE
17. 4 SET & YR §dsy]|
1. 7gAR® 2. 3w ~gARS 3. 9Bl 4. 3" IRTA 3y
18. SIS STET H HITH YehX & ST AT & Fehdl ¢ | BT , FIfoleh BIscl
19. UsHT & (primary key) fh& @gd € |
--- fafArse fhes &I #gd ¢ 58 key # TARIEC deg 8l ¢ Sf ¢ H U AT GATAT & |
20.DDL & #47 f3av0r § | CREATE (§=71TT), ALTER (Fif2%rS), DROP (82T )
21. DML T &1 fdavor € | SELECT, INSERT, DELETE, UPDATE
22. U ¢ool H THT ield I Ied/REd e Fr HAS 9a30 | SELECT » FROM TABLE NAME
23. 31T 98 A\ F Ul A FleH H1 g gV HA H fAGed H FAlS IAST |
SELECT * FROM “TABLENAME” ORDER BY “ROLLNO” ASC
24. 1T S $T Sdf H SIeT SeHC el Sl HHAS IdIST |
INSERT INTO TABLENAME(‘NAME’’PASS’) VALUES (‘PAWAN’’123’);
25. 31T 97 &I <ol H 3MET 39T Flal Hl HAS dd3T |
UPDATE TABLENAME SET “LOCATION’="KOTA” WHERE," NO’=14;
26.31CT 98 &I ¢aef # COLOR il H & TG HoelX I Ired/ HHIS TS |
SELECT * FROM TABLENAME WHERE COLOR =BLUWE;
27.Written acceptance ofajob?

Ans. | would like to express my pleasure at your offe he\post of sales Executive at setwell
organization. Please consider this letter as formal acceptance of it. or
| am writing this letter as an acceptance of you the post of sales/software engineer

executivesISRI/FH at setwell organizat'(&)
28.what is your declearation? \*

Ans.| hereby 8% garT declare that a% formation is true to the best of my knowledge.if given
a chance | will do my best to satisty you with my hardworking & conduct.

29.Why have you applied for thi 3

Ans. | am interested in this bgc use | like the work profile. | also belive that the skills and
experience . | have make m itable for the job.

30.what are your key areas of expertise?

Ans.The key area of expertise of the sales representative may be direct sales,customer help, visual
merchandising, etc.

31.Why do you think you are suited for this job?

Ans. | have been working as sales representative for a year and | am skilled in direct sales as well as
marketing .therefore, | can easily adapt myself to the new job.

32.What are your salary expectations?

Ans. | am already earning 20000 and | have my experience and skills. Therefore | would expect a
sailary of 30000.

33.Can you tell me what your strengths and weakness are?

Ans. Strengths- | have the ability to work well in a team and to communicate well with people.
Weakness- | have not handled sucha big team before. But i am confident that | will learn on the job
34. What is your carrier objective goal ? Ans.
My carrier objective are to do my job well and to contribute IgJ19T airthe over all development

ofthe company/organization.



35.Write points to thanks and appreciationd1g«T for the opportunity ?

Ans. Thanks you for this wonderful opportunity. | will put in my best efforts to make a positive

contribution to your team/organization/company. Or

Thankyou for the opportunity .it is an honour to be selected for the team /organization/company.
KEY BOARD TAB

36.Strick keys : - Ig Teh accessibility faRIVAT § ST I FAFAT I ARIRF [dehelFTar A Heg

HAT & | 38 3T AT SEAATS T & dlfeh ] §R) @lel arel delld 3 ol o o G |

37.Filter keys:-Tg T faAWAT gicdl & S &1 ITg ddldl g ol Hlaed A7 dR-gR) fohdl ‘Fr/keys Tl o

Y 4T ST T & |

38. Toggle keys :- T§ BT 3o PN & ST FARAT IR & AP AT ST | FHaAT 8 |

39.P2P T Horhia TG dUT 58 FASISY |

Ans. TR T fRIT |P2P T8 oAcas gfoaa et FIeX &1 U AT Gofl Gam el ¢ |

40. ISP T Pelhid [T TUT 58 FAASY |

Ans. 3eiac TAH NASsT | T Secdolc Afad Wd8st Ush VAT Tuead, g oIl SId-39 AT SRREE AT

IAR FHeterlel GIRT HTIHN Foeleic s Jgd Jaled el ¢ |

41. A3A/modem FI HHATST |

Ans. TATAT @esTal 1 3fSed e & sgardar ¢ |

42. 9IS Seclelc FeATFeidel & did YR ddisU | 1.3 SL 3. Fad Secleic
43. 9IS o/ el dR Feeelc Faifaefddr & diel 1. 3G. 2. WiFi 3. YMax
44. st HJHT FHedW & & YR Id1ST |
1. TCellhelT ¥ Application Based 2. *Web Based

1.Application Based -U& ¥weddX 5@ HeYX A install fFar Srar g S - -

a. Jarel el b. yahoo messanger (s, e d. window live messanger e. rediffbol etc.
2. Web Based 08 diFedzX 5@ & TIIT S3eR T 39AET RAT ST & |

a. #a&r b. yahoo web . mgn d. imo etc. 45,
SITET AT HEH T SF\EaRERT 3R voice communication AR &l Y&l &l 572
Ans. TQETeT Cleh @‘/.

46.37f3ar 3R fafsar wnkf@er & fov frg fFa 3uaor fFed 8iar § |

Ans FTSHIBIH , §USHCH IT TR AT dd ho’T
47. A% SollaT el Yelel il arell ol dSHISE & A sy |

Ans. 1. wordpress.com 2. blogger.com 3. blog.com
48 TS selldT UTSeH HI A dd ABC & 1 §dIsy |
Ans. 1. AT 2. window live messenger 3. blog desk
49. shopping HIasdTse flipcart W ITELAH et &1 VU faf@w | Ffr T HiTargs
FIHETT 50. IoT Ehe HAcSs Joh oA I AGHSC HT A1F TAST | ans : - WWw.irctc.co.in
51.IRCTC & Helhlel qaST | ans : 3T Io0d HeRIT U gReH HIaRewT
52.%18C 3R ¢ feohe g ael o AT IRCTC T 3iieteligel WIS ¢ | 53.
AT S9a7 3R @l & fov Sd/EBAY a1 QUICKER T& 3iTTdise dicd § |




54. 9 ehe g A & ToIT Iged U JiiAeTgeT 9o & |
55.39HeFdT 3cUTGl I Wiiesl & fav TFad d1¢ dAT 3T Th TS 9 § | 56. HaTec
qrgas 8 di§ S | ans : small & capital letter and number with special symbol. 57 #ATedIR
Fa FEd & ? Ans: TEERRE
AR TASATX T 3UANT A @ ST H FFedA & §HA T TN ST Tl §,750¢ ATIAI Fed &
| 58. T A &
leTdr ITRIET AeeH 78 ¢ | (a)Linux

(b) Windows (c) Mac (d) Android  (d)59.d5 WV & insert T
Picture, Shapes, SmartArt , Chart , Screenshot &g Iq & dgd’39esY gld § | ans:
lllustration group & d&d 39esY 8Id & | 60. F3AT formating HI TASTSY |

61.ghefic & 3eT AT AT FIT Fgalldl ¢,9d3Y |
ans: TSN FFEAAT & lleT Geheeh ol FIST AT Hehol & 3R 38 T TUH R I Tohd ¢
STl HSART Ueh AT 3H I HIHABL T | &(}y

62. row 3R column Fthide 3iX unhide & Fd § |
ans:@# ¢ & cellgroup & format 32T # visibility HRgw,dolumn Fthide 3iX unhide X T&hd g
63. Excel flc # =7 & &AM §dBT 3R by deful g gidr 87

ans:normal, page layout, page break, cus@ screen view. by defult g normal E{r\E’IFlT gl

64.Excel # dAC & YhR ddBT |
ans : IR dIC, Jge IIE, PItd dIE, U% . XY T1E, piFaT e, Tl TIhT IS IIe 3T
|65.2Nc 3R fhee o FFsST .
ans : short : NCHET Tah ? ¢ TSIHH 3T 3TeT &l ged YT d6d %A H STl Hl Jol
IAT T Fha & |

Filter:ftheex &Xell  Teh U AT & ST F& 2cll HEUNT Xd g fohell @ srer &
UFHCHFC el H TAATAT Ll ¢ |

66. multiple T&heen HR feifehar cell & 39TNT H FAASY |

67.Qﬁ%emﬁﬂﬁﬁs?aémﬁ%,a’rww| ans
-1. Insert->mediagroup->movie2. titleandcontentlayout Y 3TH media W [Felh HIh68. Uoleerd H
layout shgl 3Ycied] Igdl gar & A ddrs | ans- hometab ->slidegroup ->
layout 1.titleandcontent?2.titleslide

69..95icee H 3ifsar Fag F& se0c R ¢ | ans- 378C ¢H -
>mediagroup—>¥ﬂ33}r 70. Thg ¢ a?mediagroup H 41338

fQheT 81T € | ans - S=@¢ eF 71. ¢S JATd & &I sk 9ISy |



ans - 1. Insert -> table —>$F\|:Ié' e > 2. B
T > slidegroup->layout->title& content®d! HeldFe I cdol TN TFelch Fal
72. slide & ¢TT 37UC I & dd TARFd ¢ add & AT § designtab TS
layouttab . O §H 3TH additing 3R formatinguse X Hohd ¢ |
73. designtab H oo FCISel group a E\WB_S', aﬁT,?JT $!\h<=rc Pl eIl cdol T designchange Y

e 74. gSteersT
H OI¢ 38¢ el & &l il dd1sU | ans -
1. inserttab - > lllustrationgroup-> chart2.|ayout3§f H titleandcontent Helde Hich 3TH chart Pl Helde Y
Tehd ¢ | 75. chart &l &8 dGel
b § | ans- 918 @I chart
oldc Fd § oIIT tabdesign H 39eisY chart TS &l 39T HId g‘(’ chart & 9T 3R sthae daol
Tohd ¢ | 76. chart TSl ol &

foIT chart Tesd W Folh FY |

77 ST & AU |
ans- gl there & @A dTeil l JEITARIT & SR WA H FAEE Hdl & |
78 ZifSiere/transition & 9eTd  fhd T & dgd S ? ans - transition to slides 79.giTo12reT
# STAI T % T8 duration (FehsT ) ﬁaw_etrg !m:rq = 1 A ganrT el g hr
Rt

3af & a1 STEr ot W TR ¢ | :
Sthae &l GHSISY | ans- transition & & fog vfasea & 39T Tomss A text IR anfhad

SToT Thd &EcTTSE TS FHTERITeN TS ; T 3 arel & 8 At 3T dfeud giar § 81. T
Hiealae & 8ld & | ans- e dlipart,shapes, TS text Sierd etc. 82. 3ffeaige
®I Pq F & fIv format ->Yarrange group ->group ¥ & X € 83.group drop down &
dgd dial f[ased dad S € ? 1. group 2. regrou 3. ungroup 84.3TaIfdal FURA & faw
speial check WX f&Fefeh Xl §| 85.9HMERATel YoleRe Folled & FHAT dasU 1. [AwT & TR & o= |
2. Jdeh Tellgs WX 37T text STl & a9 | 3. TSS o &A1 AT & | 4. 39« Ta8s &
ABC AT otall =y 5. BT font & §9 | 6. text 3R JhaA3s & T Feke W1 FT YIET N |
7. Tt 3R transition &7 AT W 39ANRT A | 8. 3TAT YoicUsd o¥NIAR ST @ & folv T

Tarss  f3ase template T 3TN X | 86. slide show & # setup T & B
setup slide show TR fFeleh X ST ST 3T § ol 3H 1SS &I GEJd A & diel option 3T
g Sl TH UK ¢ | 1.8 & AF 9T F & o for option
%I olere Hial-presented by a full speaker (fullscreen) .  2.Ueh =afdFd & HHA TEJd Hel & feToption
FI HolFe Ha-Browsed by an individual (window). 3.fhaEh & WHA TEJd H & fIT 57 option

T JolFe - Browsedat a kiosk (fullscreen) .  87.fhares ar § ?
ans - Toh »gX i ¢ fad a9y grsdar 3R Aircdy Aidelieieh &9 & Yeidid fohar Sidr §



Sas TEr, arfoey, 7d4Red,31R 6T & fov 33 fr JIerr 3R ToellhersT &1 39drer fhar ST § |
88.U% Yolceld &hd print A & 3D TAIT FIAT FL | oo ar T 3T & aT HR9.
mmﬁﬂ@ﬁéﬁémg,aWWI ans -
1. Insert->mediagroup->movie2. titleandcontentlayout oY 3TH media W TFeleh HIHI0. Usied H layout FHal
3YclstT Igdl %’ ar o &1 ddISU |ans- hometab -> slidegroup -> layout 1.titleandcontent2.titleslide

91.9oiee # Hif3A Faw FO 370 W § | ans- 3¢ ¢ -
>mediagroup->¥|’l3_s'ﬂ=r 92. g &d & mediagroup & I35 [dheT grar
%’lans-éﬁ%?ﬂ 93.3@%éﬁ$aﬁmgroupﬁmwgﬁﬁ%|ans-

lllustrationgroup 94. eI FATd & &I s g3 |
ans - 1. so-Hé Eq@i->$o-{-lé CHel2.81HCH -> slidegroup->layout->title& content I Helde Hlh CTATIR
TP #Ar 95.slide H TTA STC I ¢ dF FTARF & add & JATd § designtab US layouttab . A §H 3TH
additing 31T formatinguse &Y Tahd ¢ |
96 . designtab H T TS group T SHhaAT33, SIS, AT Sthae Hl § ch(
£97. UoieersT H dAC 3¢ el & &l cih §Isy | ans - 1. inserttab -

> |llustrationgroup-> chart2.|ayout3§f ¥ titleandcontent Helde e 39 a(r¥’ FT Fhd %‘I
. chart & &Y S&of

eaol &I designchange oY Thd

Thd ¢ | ans- o8 & chart Tolde I § oIAT tabdesign
H 39y chart TSl HT 39INT Hd §U chart & a7 . dcol Thd ¢ |
> )
99. chart Tegel rt TS I Foash Y |
1. My house is a .......cc.uueee..e. two bedrc% lat in Mayur Lok. a) Spaceful b) spacious ans—A
2.I'm very excited about meeti y f‘rie d today.................. Dilli Haat in the evening at 4.

a) On b) at ans —
3. Hema asked........ stude they had seen her new leather wallet. ( some, a little) ans -- some

4.Youdidmea............... r. (great, large) Ans. Great

5.You are looking ............... tonight. (wonderful, brilliant) Ans. Brilliant

6. 45. Turn this fan ............... .(of, off) Ans. Off

7. Finish the homework.............. 15 minutes. (in,at) Ans. In

8. The manager has given a new set of instructions ................ the staff on office attendance. (from,
to, on) Ans. To

9. 54. | want to see her.............. she wasn’t at home. (and, but) Ans. But

10. She was not at home.............. we came back. (so, however) Ans. So

11.It started raining .............. we went out. (as soon as, because) Ans. As soon as

120 e, be able to help you out. I ............ rain tomorrow. Ans. May, might
13.lamso............. that you won! (happy, cheerful) Ans. Happy

14fDyd vkVZ Is ,d MKD;gesaV ---------==-=====mn-mmn-mm- VKSj ----mmmmmemmeeeee curkgSAmMUKj&

jaxhu vkSj izLrgrh ;ksX;A

15Word processing software esa vVkWCtsDV D;k gS\

mUKj&tc ,d rduhdh fjiksVZ :k lekpkj if=dk :k nksLrksa dks i= fy[krsa gS rks vkidksa bls
fnypLi cukus ds fy, dgN xzkfQd dk bLrseky djuk gksrk gS] fdUrq ge vius lans’k es uk dsoy



xzkfQd best feyk Idrs gS cfYd oMZ] oMZ ijQsDV vkSj vksiu vkWfQI es Hkh vU,
fo’ks"krkvksa dks feyk;k tk Idrk gS bu fo’ks"krkvksa dks vke rkSj ij vkWCtsDV dgrs gSA
16.,d iztsaVs’ku es eqoh fDyi Mkyus ds fdrus fodYi miyC/k gS\

mUKj& nks fodYi miyC/k gS&

» balVZ Vsc dk mi;ksx djsA » VkbVy vkSj daVsUV ysvkmV vkWI'ku dk mi;ksx djsA

17iztsUVs’ku IkW1Vos;j es Vscy bUIVZ djus dk fodYi dkSuls xgzi esa miyC/k gS\
mUKj&Insert tab esa table group ds rgr VsCky fodYi esaA

18Vscy cukus ds nks rjhds gS&-------------------- VKSj---------mmmmm oo A

mUKj&L] Insert Table dk mi;ksx djA [0 VkbVy vkSj daVSaVfodYi dk mi;ksx djA
19IkW1Vos;j esa pkVZ fdl xgzi ds rgr miyC/k gS\

mUKjInsert tab esa Illustration group ds rgr chart miyC/k gSA

20iztsUVs’ku ds --------------- | - VKS] --------mmmmmmmo- dks fizaV djus ds fy, fizUV
fodYi mi;ksx fd;k tkrk gSA

mUKj& uksV~I] gS.MvkmV] vkmVykbuA

21daMh’kuy QkWijesafVax Is vki gesa’kk IsSYI es nh xbZ oSY;w dh ----------------- dj Idrs gSA
mUKj& QkWijesafVax¥sQkWUV] dyj] ckWMZj vkSj 'kSfMax"2

22Hide/Unhide fodYi dgka miyC/k gS\
mUkj&Home Tab esa cells group ds vUnj miyC/k format optiah,.
23fdlh Row/Column dks Unhide dSls fd;k tkrk gS\

mUKkj&Home Tab esa format option ds vanj Unhide R ojumn ij fDyd djsA
24Row/Column dks Freeze djus dk fodYi dgka mi

mUKj&View Tab esa window group ds vanj miyC/ e Pane ij fDyd djsA
26------m e Is vkidks odZcqd ds @ fgLls dks ns[kus es enn feyrh gSA

mUKj& dLVe O;w (costom view)

27LizsM’khV ess miyC/k view ds fdrus izgkj gkSrs gS crkb;sA

mUKj& ikap izdkj gksrs gS&* Nor, age layout * Page break preview
* Costomview * Full screen

28LizsM’khV ,lyhds’kudefault dk -----es#---------------- view gSA mUkj&Normal.
29pkVZ D;k gS\ fdls dgrs gs(%‘)

n’kkZ;k tkrk gSA

30Spreadsheet esa filter djuk fdls dgrs gS\

mUKj&fQYV;j ,d ,slh fo’ks"krk gS tks dgN ’krksZ dk mi;ksx djrs gq, fdlh [kkl MsVk dks
,DLV3sV djus es bLrseky gksrh gSA

mUKj& pkVZ ,d xzkfQdy @rh .k gS ftles MsVk gksrs gS vkSj MsVk dks ladsrks Is
9
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Q.1. FHelsTHT 3TN FITST & appoinment 3R &t & arfafafRat Hr g serasd §
Q.2. &elsT appoinment UCelleheleT & cilel & Yl idr &- ans.1.fl&eT 2.9vdE 3.1
Q.3. 3m3ceH/outiook calender Teh VHT HIFEAAT § ST calender & I &l
Uhgoldeiieleh dolel UGlel il ¢ |

Q.4. Aappointment dI &8 # Thd & ?




ans - callender TMFEAAT FT 3YAET FI&h’ appointment ST Fhd ¢ 36eRUT & fow
39 fRET SFeT & 9T I & foIT appointment ST H&hd & |
Q.5. Appointment T 393197 fhdell RE T X THhd § |
ans- 1. A d} & 39NN &l File --> new > add appointment fSeo
2. callender <g &1 39T ¥ ms office > outlook> callender
Q.6. Sholest ARSI HT 35 TET & Lol IUN W Hhelesy HFCAA AT Hehdl AT &
Q.7. S5 HT IR Aold FAY 39 oot dleT Mo 1 fAfese T gt ¢ 2
ans- subject, location, & time
Q.8. HhelesT TS T T ¢ |
ans - helesy AT e H Siiaaardl |, gRaR 3R 31T &l »ary 39 Siidd & AT
R Fiegd [Affe e S TBT X A Acg FHeldl ¢ |
Q.9. olesy HIFCdI SaRT Al TEJU automatically inserf T STl g 2
ans - 1. AT A 3R Ired FAT [2. TAHIT FieT 3. 3 3R 3T ST |




