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Computer Important Notes
y㥰ਜ�㦨ਜ䐀�� (Important Facts)

● Ȳ�. Ȳ�� �⇠�ȡ���㔴 (Dr. Douglas Engelbart) �ȡ 1964 � ⇠�香�⇠� �⇠

● �⸹� ȡ� �� ⇠ȡ���㔴� ⇠ �ȡ ��� ��㔴 � (Tim Berners Lee)⇠� �e �⌠�@World Wide Web⇠ ⇠䁥⸹�⇠ ⇠� � �e

● ��� �ȡ (Bill Gates) ⸹ �� ��ȡ� (Paul Allen) �ȡ���⇠� 1975�@���� �� ⇠�����ȡ�� ⇠⌠ 䁥⸹�� ⇠⌠

● ��� �ȡ ⇠⌠ �� � �⌠䁥⇠ 'The Road Ahead' 1995 �@��㜶 �賀 㔴�� �@ȡ "Bill and Melinda Gates Foundation" ��

���⇠⇠ȡ �@��ȡ�e

● �� ⇠ȡ �㜶� ��� (Sabeer Bhatia) �ȡ�⌠ 賀�ȡ� ȡ ����ȡ� (Hotmail)⇠� �⌠� �⌠

● ��〲�⸹〲 �⇠ �ȡ� ⇠�㜶⇠ (Wireless Technology) �e�� ⇠ȡ�� ����� ��� ⇠ȡ�⌠�ȡ⇠� ⌠〲� �@⇠⇠䁤〲�� �� 香��⌠�

�⇠��쳌 ⇠� �� � �e

● �⌠⇠쳌 �@���� (Automatic Teller Machine) e� (WAN)⇠ �⇠ ⌠��� �e

●WiFi⇠ �⸹㔴�e Wireless Fidelity � ⇠ ��� �ȡ� ⇠�㜶⇠ �� ⇠⇠䁤〲�� ⇠ȡ⌠� �⇠��쳌 ⇠ȡ�㜶� ⇠�⇠� 䁥⸹香� ⇠��ȡ⇠ȡ

��� �⇠ � �e

●WAP (Wireless Access Point) �⇠ ⌠�n �e�� 香��⌠� ⇠�� ���쳌 ⇠� ��⇠� �⇠ �ȡ� �ȡ�⇠㔴�� �e

●⇠⇠䁤〲�� ⇠ȡ Standby Mode �@���㜶�� ⸹ �Ȳ㔴�Ȳ䁥⇠ �� �� � �e�⇠ ⇠� �㔴� �� �⇠ 㜶 �㜶 ��� ⇠� ⌠��ȡ

� �n�⇠⇠��ȡ ȡ⇠⇠䁤〲�� Standby Mode ȡ��� �� �e

●��䁤�⇠�� (Optical Mouse)�@� �eȲ ⇠⌠ �⌠� ��⇠�㜶 n쳌�⇠ � �@⇠�賀 �〲��ȡ� �� ��⇠��

● Hyper Text �⇠ Ȳn〲�@� �e��  ȡ� �ȡ� ⇠� ⌠〲 �ȡȲn〲�@� ⇠ȡ ⸹ �� �e

● Blog��⌠Weblog ȡ�� �e Blog �⇠ 㜶 ��n �� ����㔴 ȡ� �� �e��⇠� ���ȡ香�� ,��⌠�  ��⇠� �

⇠ �e � ȡ� �� ⇠� �⌠�ȡ�ȡ�⌠ ��n �㜶 � 香 �� ���㜶 ��䁤��㜶 ⌠ȡ ⇠ȡ�⌠
www.allgktrick.com

● Beta Release �⇠ 㜶 ��ȡ�  ⇠�㜶⇠ ⇠⌠ ��� ⇠� ���ȡ⇠ȡ��� ���㔴� ⇠ȡ⌠⌠��  ȡ��� �@�� ⇠��ȡ⇠� ⇠�

� �e

● ��� �� (Pop-up) ȡ� ���⇠� ⇠ȡ⌠⌠�� 䁥⇠⌠��ȡ� 香��� ⇠ 香Ȳ� �e

●⇠⌠-��Ȳ㔴⇠⌠ ⇠��� ⇠ȡ���㔴� ⇠ �ȡ ��䁥���� ��⸹� � (Christopher Latham Sholes)⇠� � �e

● �Ȳ����⇠⇠�en� �Ȳ䁥⇠ (DCD)⇠�香�⇠� 1965 �@�ȡ⇠ � ȡ� (James Russell) �ȡ�⇠

● ��� ��㜶 (Bob Noyee) ⸹ �Ȳ㔴� �〲�ȡ (Gordon Moore) �ȡ �⇠��� ⌠� ȡ�⇠�ȡ� (Intel) ��⇠⇠⇠��㜶 ⇠⌠ 䁥⸹�� ⇠⌠

www.rajteachers.com
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● ������ (Motorola)⇠ȡȲ� .���㔴� ⇠〲�� (Dr. Martin Cooper) �ȡ����� ��� ⇠�香�⇠� �⇠

●�㜶� �� (GSM-Global System For Mobile Communication) ����� ��� ⇠ȡ��� �⌠n �⇠ ��⇠香� ��⇠ �e

● 㜶Ȳ㜶��� (CDMA-Code Division Multiple Access)����� �ȡ�⇠㔴䁥⸹香� ⇠��ȡ⇠⌠ �䁥⸹ �e

●⇠�⇠⌠�ȡ�� ⸹ ⇠⇠䁤〲�� �@�⇠� � �e�⇠ ⇠⇠䁤〲�� ⇠� �⇠ ⸹ ⇠賀 ��⌠��  ��⌠��쳌 ⇠ �〲� �⌠ � ⇠ �e⸹ � �⇠

⸹ ⇠賀 ⇠㔴⇠� ⇠ �e � ⇠ȡ香�� ⇠�⇠⌠�ȡ�� ⇠� �⇠ ⸹ �⇠ � ��⌠�� �⌠ � ⇠ �e

● �⸹� � �⇠ �⇠��ȡ�ȡȲ �� ⇠ ���㔴� �ȡ� ��Ȳ ȡ�㜶⇠Ȳn�� ⇠�����ȡ�� (Fair Child Semiconductor Corporation)

�ȡ 1961 �@�⇠

● ���㜶�� ⇠�⇠� ���㜶�� ⇠ȡ香⇠�㔴 (Diagonal)⇠⌠ �⇠�賀 �@�� � �e

● ���㜶 �Ȳ䁥⇠⇠�香�⇠� IBM⇠ȡe���⇠ ��� �⌠��㔴 (Alan Shugart) �ȡ 1971 �@�⇠

● �� ��䁥�⇠�� ⇠⇠䁤〲�� �@ � ȡ� �⇠� � �e�⇠ ⇠⇠䁤〲�� ⇠⌠ 䁥⇠⇠⌠ ���ȡ⇠⌠ �� ��⇠��㜶

● ��� ⸹ȡ�� �⇠ � 㔴�� ⇠⇠䁤〲�� �e�� ⇠ ��� ����⇠�� ⇠ȡ��� �⇠ � �e � �@㜶�Ȳ� 䁤�ȡ� ,��Ȳ�/㜶�Ȳ�

⌠�⇠Ȳ㔴� , �ȡ�香�� �ȡ⇠ , �⇠���ȡ� �e 㜶 ��ȡ⇠ ⌠香��⇠��㜶 �⌠

●⇠⇠䁤〲�� 䁤�ȡ���㔴⇠ 䁥�㔴⇠⇠䁤〲�� �@�⌠n ���ȡ��⇠� � 䁥�� ȡ�e�� �⌠ ����쳌 ⇠ȡ��⌠� ⇠ȡ��� ��� e�

⇠� �e �⇠ 䁤�ȡ���㔴�@���ȡ�ȡ���� �⌠: ⌠〲 �ȡ䁤�ȡ���㔴�@��⇠��ȡ�⌠

●��ȡ⌠�⇠ ⇠ȡ香⇠�ȡ� ⇠�㔴 (Vinten Cerf)⇠� �⇠���ȡ� ⇠ �⌠�⌠ (Father of the Internet)⇠� � �e

● �ȡ�⇠ȡ� (Netiquette-Net+etiquette) �⇠���ȡ� ��� ⇠ȡ � �⇠ȡ��ȡ�ȡ��ȡ�� ���쳌 �� ���쳌 ⇠ �〲� �e

● �⇠���ȡ� ⇠ ⇠��� �⇠ 㜶 ⇠䁥⸹  �⇠�  �� � ⇠ȡ��⇠�� ȡ�⌠n �e

●�㜶�㜶��� (GPRS-General Pocket Radio Service) ��ȡ �� ����� ��� ȡ�⇠���ȡ� ⌠香� ⇠ȡ��� ⇠⌠ ⇠�㜶⇠ �e

● ���� �ȡn䁥� (Hyper Text) �⇠ �䁥⸹ �e�� ⇠ȡ� �ȡn䁥� , �ȡ��  ������⌠ ⇠��� �@��⇠⇠ �⇠ � ⇠ �e

� ⇠ 香⇠ �ȡȲ �ȡ � (Ted Nelson) �ȡ 1960�@�⇠

●WAP-Wireless Application Protocol ����� ��� �� �⇠���ȡ� ⇠ȡ�䁥ȡ�� ⇠ȡ⌠⌠�� ��� �⇠ȡ��ȡ�ȡ���쳌 ⇠ �〲�

�e

● �⇠���ȡ� ��� ⇠⇠䁤〲�� �� �⇠���ȡ� ⇠ ��� ⇠� �ȡ���� ⇠�� 䁥⸹香� ⇠��ȡ⇠⌠ ��� �e

● �⇠���ȡ� ⸹ ⇠⇠䁤〲�� ⇠ ��� ⇠� �⇠ȡ�ȡ�e� ⇠㔴,�e ȡ- ⌠��� ���쳌 ⇠� ⌠ȡ� �� ��� ⇠��, ȡ� �ȡ� �@�⌠�㔴�

⇠��,�ȡ�Ȳ� ⇠Ȳ㔴⇠ �� �䁥ȡ�� ⇠��, � �� ⇠����⌠ ��� (Cyber Crime)⇠�� �e

● �⇠�� (ICANN-Internet Corporation for Assigned Names and Numbers) �⇠���ȡ� �� �䁥ȡ⇠ ⇠⇠䁤〲�� ⇠ȡ��� �⇠ 香�ȡ �

⌠ȡ�ȡ⇠ȡ⌠ȡȡ ȡ 1998 �@�� �⇠ �⌠�㔴�� ⇠�� �e

● ����⇠�� (Emoticon-emotion+icon) �⇠  ��⇠ ⇠⇠ȡ쳌 ⇠ �⌠�� �e�� ⇠ȡ�� �⇠���ȡ� �� �⇠ 㜶 香�ȡ �� ⇠�

�n �⇠ � �e
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�e ȡ-:-)⇠ ��� �⌠䁥⇠⌠� �ȡ�� �e

:-(⇠ ��� ⌠⌠㜶 �ȡ�� �e

● �n䁥��ȡ� (Extranet) �⇠ ��n� �ȡ�⇠㔴�e�� �  ⇠ȡ��� �⇠���ȡ� ⇠�㜶⇠�� 㔴���⇠ ⇠�� �䁥⸹ ⇠ ���

⇠� �e

● �e⇠� (Hacker) �⇠ ��n �e�� �⇠���ȡ� �� ��ȡn���⇠ ⌠�� �䁥⸹ ⇠� �ȡ⌠⇠� ����⇠��  䁥 ⌠⇠� �⌠䁤 �〲��⇠

�䁤 ⇠� �e

● ���ȡ� ⇠ȡ��� �〲⌠�⇠� (Alan Turing) 㔴�⸹� ⇠⌠��� �⌠香��䁥 (Artificial Intelligence)⇠⌠ 香���� �㜶 �� � �ȡ� �@���ȡ

��⌠� ⇠ȡ⇠�� �� �e⇠⸹� (John Mc Carthy)⇠� ⇠⌠��� �⌠香��䁥 (Father of Artificial Intelligence)⇠ ��⇠⇠� � �e

● Ȳȡ䁥⇠��� ������⇠� (DTP)⇠ 香⇠ �e�⇠⌠�� (Macintosh)⇠⇠��㜶 �� �⇠ �

● �⇠���ȡ� �� �⌠� �@���� 香ȡ ⇠ȡ � ȡ�ȡ�� n���㜶�Ȳ 香�⇠�㜶�Ȳ (Wikipedia)⇠⌠ 䁥⸹�� ���㜶 ȡ (Jimmy

Wales) �ȡ�⇠

● �⇠���� �䁥⸹ �⇠��� �ȡn�����㜶 (Infosys Technology)⇠ ��⇠� ��. ����〲�㔴�� 1981 �@�⇠ �

● 㔴�� �@香ȡ ⇠ � ȡȡ� ⌠�� ⇠⇠䁤〲�� IBM⇠ ��Ȳ ��� (Road runner) �e�� 1000 ����� ����⇠�� ȡ⇠ȡȲ ⇠�

⇠ �e

● �� ⇠ � ȡȡ� ⌠�� ⇠⇠䁤〲�� �⇠ (Eka) �e�� ⇠ 香⇠ �� �⌠� ⇠ȡ�⌠�ȡ�䁥⸹ 㜶���� (Computational Research

Laboratory) �� �⇠ � �e � 117.9 ����� ����⇠�� ȡ⇠ȡȲ ⇠� ⇠ �e

● 香��� ������⸹� (William Higgin Botham) �ȡ 1958�@⇠⇠䁤〲�� ⇠ȡ�⸹� 㜶�Ȳ� �ȡ� ⇠ ���㔴� �⇠

● � II (Maya II) �⇠ DNA⇠⇠䁤〲�� �e�� �@� ��⇠�� �� ⇠⌠ ��� DNA ��ȡ⇠ ��� �⇠ � �e

● � (Maya) �⇠ ��n�� ����㜶 ��ȡ� �e�� ⇠ ��� ����쳌 �� 香�Ȳ� �ȡ� �@香�ȡ �� Ȳ��ȡ⇠ȡ���

�⇠ � �e

● ��� �〲⌠�⇠� (Alan Turing)⇠���⌠��⇠ ⇠⇠䁤〲�� 香�� ⇠ ��⇠ �� � �e

y䇀y㟨�䊠 ⊀� �⊀㟨 – �� �� ���Unit of Memory – Bits and Bytes)

8 ��� ���쳌 ⇠� �⇠ 㜶�� ⇠� � �e � 㜶�� ⇠� ����䁊⇠�ȡ�⌠ ��� �〲� ⇠⌠ � ȡ��䁥��〲㔴�⇠賀 �e
⇠⇠䁤〲�� ⇠⌠ � ���ȣ��� �@� ��㜶 �㜶 �⌠

⇠⇠䁤〲�� �@䁥��� �⇠ ��ȡ� �� ���  ⇠ȡ��� ⇠�� �� �e, �� ȡ�⇠ 㜶 �㜶 ⌠� �@�䁥ȡ�� �⇠ � ⇠ �e
⇠⇠䁤〲�� �@Ȳ� ⇠ȡ ⸹ �� ⌠� �� ⇠⌠ ���⇠⇠�ȡ�⌠� ⇠䁛�⇠⇠ȡ ⸹ �⇠⇠���㜶 ���⇠⸹ ���쳌 �� �⌠�쳌 ⇠ȡ ⸹
⇠⌠� ⌠〲 � ���⇠ �⇠ 㜶 ��� �@⌠��쳌 �� ⇠ȡȲ� 䁥��� �⇠� � ⇠ȡ�e �⌠� � �㔴 ⇠ȡ��� ⇠��ȡ�@�e �⇠ 㜶 ���
�@ ⇠䁛 ȡ� �� �e�⇠ ��  ȡ⇠e ȡ�䁥ȡ�� ⇠� ��ȡ�e
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⇠⌠� ��Ȳ㔴⇠ȡ �㜶 ⇠e�ȡn�� , �e ȡ �㜶 �ȡ� 㔴����⇠ȡ �� ���⇠ȡ �⌠�쳌�, �⇠�� �� � ⇠��,��⌠ � ���쳌 ⇠ȡ�������
��〲쳌 ȡ��ȡ�⌠ ��� �ȡ��� ⇠ȡ �� ⇠� ���ȡ⇠⌠ �⇠賀 �e �ȡ��� ⇠ �� �⇠����� �KB), �ȡ���� �MB),  �㜶����

�GB), �@�㜶 �� � �e

 1 �⇠����� =1024 ���
 1 �ȡ����=1024 �⇠����� = �1024 × 1024� ���
 1 �㜶����= 1024× 1024 �⇠����� = �1024 × 1024 × 1024� ���

����䊠 ⊀��� (Binary Numbers)

⌠��� ��� �@⇠賀 ⇠䁛 ��ȡ � ⌠ �� �賀 �� �⇠⇠쳌 ⇠ 䁥⸹� �� ⌠ �⌠� �� � �e�e ȡ�⇠賀 �1�, ⌠�賀
�10�, e⇠ �100�, ��� �1000�, ⌠ ��� �10000�, � �100000�, ⌠ � �1000000� ��⌠ � ⇠ ⇠�� � �e�⇠ 
⇠䁛 ��� ⇠ ��� �10� �e, n쳌�⇠ � �@10 �⇠⇠쳌 �0䖯 1䖯 2䖯 3䖯 4䖯 �䖯 6䖯 7䖯 8 �� 9� �� � �㜶 ⇠䁛�䖯 ��㜶 �㜶

�⌠

��⌠⌠���� ��� ⇠ ��� 2 �en쳌�⇠  �@ �㜶 ⇠䁛�ȣ⇠ȡ� 2 �⇠⇠쳌 �0 ⸹ 1� �� ��㜶 �㜶 �⌠ � ��� ����
⇠䁛 ��ȡ � ���쳌 ⇠ȡ䁥⸹�㜶 �� ⌠ �� ȡ�㔴�⇠�� ⌠� �⌠�ȡ��ȡ�ȡ�⌠ , �e ȡ1 , 2, 4, 8, 16, 32, 64, 128 ��⌠ �ȣ

�⇠ 㜶 ��� ⇠⌠ �� ��� ⇠ 䁥⸹�㜶 �� � ⇠䁛䁥�⇠ ��� �⌠ � �e

�� ⌠��� �⇠ ���쳌 ⇠⌠ �� ⇠䁛�⇠⌠㜶⇠�� ȡ�㜶⇠�� Ȳ� �賀 �⌠�� �⌠⌠� 0 ȡ⇠⌠ �賀 �e �⇠ 㜶 ��� ⇠⌠ ��
⇠䁛 ⇠  ⇠ȡ�� ȡ 㜶� ⇠�⌠� �e �� ��� ⇠⌠ ⇠䁛䁥�⇠ �� 2 ��  ⇠⌠ �� ⇠䁛 ⇠ȡ� ⇠ȡ���� �e ⌠��� ⇠ȡ

��� ��� ⇠䁛 3 ⇠ �� 23 �㜶 8 �e � 㜶 �� �� ⌠〲 �ȡ���쳌 ⇠ȡ��ȡ�@ �� ⇠ȡ�⌠

⇠⇠䁤〲��쳌 �@ �㜶 ⇠䁛�⇠⇠� ���� ⌠� �@� � � �e�� � 㜶 ⌠� �@�� �� ��� ��� ��⌠ �⇠⇠���㜶 ���⇠
⇠⌠ �㜶 �e � ȡ��@⇠�賀 �⇠㔴��⇠� , n쳌�⇠ �⇠ 㜶 �㜶 ⇠䁛 ⇠� ���� �@�� � ⇠ �e

�⇠ 㜶 �㜶 ⌠��� ⇠䁛 ⇠� ���� ⇠䁛 �@�⌠� � ⇠ �e  ⇠ �⇠ 香�ȡ �⇠ �e �ȣ�� ⇠ȡ� ��� 16
⌠��� ⇠䁛�⇠⇠ȡ���� ���� ⇠䁛�⇠⌠ȡ��ȡ�⌠

���⊀�⊀Ǖ㜠 �Short Keys)

�⌠ȡ� �Command) ��⌠⇠⌠⇠�㜶� Short Keys)
All Caps CTRL+SHIFT+A

Annotation ALT+CTRL+M
App Maximize ALT+F10
App Restore ALT+F5

Apply List Bullet CTRL+SHIFT+L



�� �� ����� � �㜶⇠�ȡ� ⇠�⇠㔴 � 9 7 8 3 0 2 2 4 0 9 Page 6�� �� ����� � �㜶⇠�ȡ� ⇠�⇠㔴 � 9 7 8 3 0 2 2 4 0 9 Page 6Page 6

Auto Format ALT+CTRL+K
Auto Text F3 or ALT+CTRL+V

Bold CTRL+B or CTRL+SHIFT+B
Bookmark CTRL+SHIFT+F5

Browse Next CTRL+PAGE DOWN
Browse Previous CTRL+PAGE UP

Browse Sel ALT+CTRL+HOME
Cancel ESC

Center Para CTRL+E
Change Case SHIFT+F3

Clear DELETE
Close or Exit ALT+F4
Close Pane ALT+SHIFT+C

Column Break CTRL+SHIFT+ENTER
Column Select CTRL+SHIFT+F8

Copy CTRL+C or CTRL+INSERT
Copy Format CTRL+SHIFT+C
Copy Text SHIFT+F2
Create Auto Text ALT+F3

Cut CTRL+X or SHIFT+DELETE
Date Field ALT+SHIFT+D

Delete Back Word CTRL+BACKSPACE
Delete Word CTRL+DELETE
Dictionary ALT+SHIFT+F7
Doc Close CTRL+W or CTRL+F4

Doc Maximize CTRL+F10
Doc Move CTRL+F7
Doc Restore CTRL+F5
Doc Size CTRL+F8
Doc Split ALT+CTRL+S

Double Underline CTRL+SHIFT+D
End of Column ALT+PAGE DOWN
End of Column ALT+SHIFT+PAGE DOWN

End of Doc Extend CTRL+SHIFT+END
End of Document CTRL+END

End of Line END
End of Row ALT+END
End of Row ALT+SHIFT+END

End of Window ALT+CTRL+PAGE DOWN
Field Chars CTRL+F9
Field Codes ALT+F9

Find CTRL+F
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Font CTRL+D or CTRL+SHIFT+F
Font Size Select CTRL+SHIFT+P
Footnote Now ALT+CTRL+F

Go Back SHIFT+F5 or ALT+CTRL+Z
Go To CTRL+G or F5

Hanging Indent CTRL+T
Header Footer Link ALT+SHIFT+R

Help F1
Hidden CTRL+SHIFT+H
Hyperlink CTRL+K
Indent CTRL+M
Italic CTRL+I or CTRL+SHIFT+I

Justify Para CTRL+J
Left Para CTRL+L
Line Down DOWN
Line Up UP

Mail Merge Check ALT+SHIFT+K
Mail Merge to Doc ALT+SHIFT+N

Mail Merge to Printer ALT+SHIFT+M
Mark Citation ALT+SHIFT+I

Mark Index Entry ALT+SHIFT+X
Merge Field ALT+SHIFT+F

Microsoft System Info ALT+CTRL+F1
Move Text F2

New CTRL+N
Next Cell TAB
Next Field F11 or ALT+F1

Next Misspelling ALT+F7
Next Object ALT+DOWN
Next Window CTRL+F6 or ALT+F6

Normal ALT+CTRL+N
Normal Style CTRL+SHIFT+N or

ALT+SHIFT+CLEAR (NUM 5)
Open CTRL+O or CTRL+F12 or ALT+CTRL+F2
Outline ALT+CTRL+O

Outline Move Down ALT+SHIFT+DOWN
Outline Move Up ALT+SHIFT+UP
Outline Promote ALT+SHIFT+LEFT

Page ALT+CTRL+P
Page Break CTRL+ENTER
Page Down PAGE DOWN
Page Up PAGE UP
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Para Down CTRL+DOWN
Para Up CTRL+UP
Paste CTRL+V or SHIFT+INSERT

Paste Format CTRL+SHIFT+V
Prev Cell SHIFT+TAB
Prev Field SHIFT+F11or ALT+SHIFT+F1
Prev Object ALT+UP
Prev Window CTRL+SHIFT+F6 or ALT+SHIFT+F6

Print CTRL+P or CTRL+SHIFT+F12
Print Preview CTRL+F2 or ALT+CTRL+I

Proofing F7
Redo ALT+SHIFT+BACKSPACE

Redo or Repeat CTRL+Y or F4 or ALT+ENTER
Repeat Find SHIFT+F4 or ALT+CTRL+Y
Replace CTRL+H

Reset Char CTRL+SPACE or CTRL+SHIFT+Z
Reset Para CTRL+Q
Right Para CTRL+R

Save CTRL+S or SHIFT+F12 or ALT+SHIFT+F2
Save As F12
Select All CTRL+A or CTRL+CLEAR (NUM 5) or CTRL+NUM 5

Select Table ALT+CLEAR (NUM 5)
Show All CTRL+SHIFT+8

Show All Headings ALT+SHIFT+A
Shrink Font CTRL+SHIFT+,

Shrink Font One Point CTRL+[
Small Caps CTRL+SHIFT+K
Space Para1 CTRL+1

Start of Column ALT+PAGE UP
Start of Column ALT+SHIFT+PAGE UP

Start of Document CTRL+HOME
Start of Line HOME
Start of Row ALT+HOME
Start of Row ALT+SHIFT+HOME

Start of Window ALT+CTRL+PAGE UP
Style CTRL+SHIFT+S

Subscript CTRL+=
Superscript CTRL+SHIFT+=
Symbol Font CTRL+SHIFT+Q
Thesaurus SHIFT+F7
Time Field ALT+SHIFT+T

Toggle Field Display SHIFT+F9
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Toggle Master Subdocs CTRL+
Tool SHIFT+F1

Un Indent CTRL+SHIFT+M
Underline CTRL+U or CTRL+SHIFT+U
Undo CTRL+Z or ALT+BACKSPACE

Unlink Fields CTRL+6 or CTRL+SHIFT+F9
Update Auto Format ALT+CTRL+U

Update Fields F9 or ALT+SHIFT+U
Update Source CTRL+SHIFT+F7
Web Go Back ALT+LEFT

Web Go Forward ALT+RIGHT
Word Left CTRL+LEFT
Word Right CTRL+RIGHT

Word Underline CTRL+SHIFT+W

y㥰ਜਜ�㦨ਜ䐀�ॺ䋬�䊠

(Important Terms)

 Code : �〲� �� ⇠ ��쳌 ⇠⌠ ⌠�� ⇠ȡ��� �⌠n 香� �� ȡ���⇠⌠ �Unauthorised) ���⇠㔴⇠� �〲� ⇠ �
�⌠⇠��ȡ ȡ��⇠ � �e

 Access Time : �ȡ��� ȡȲ� �䁤 ⇠��ȡ⇠ȡ��� �⌠� �� ��⌠�� ⸹ 䁥 �@Ȳ� �䁤 ���ȡ⇠ȡ�㜶� ⇠ �
 Accessory : ⇠⇠䁤〲�� �@��ȡ �⇠ ⇠ �� �� ⇠ ��� �� ȡ� ⇠� ⇠ȡ��� �ȡ⇠ ��⇠, �� �⇠ �� �e �e ȡ�

䁥⇠e�� , ȡ� ⇠e�� , ����㜶 �Ȳ䁥⇠ �� ��⌠
 Active Cell : �n ȡ� �@�⌠n � �  ȡ� ��⇠㔴�� �@Ȳ� ��  �⌠��㔴 �⇠ � �� ��
 Active Device : � �⇠�� �� �@香�⌠ �� �� ⇠�賀 ⇠㔴 ⇠��⌠ �⇠ � ⇠ �e
 Active Window :⇠⇠䁤〲�� �@ 香Ȳ쳌 ⇠� �⇠� ⇠� �e�� 㔴�� �@��� �@�e ��� �⌠ȡ�  ��⌠�� ��

香Ȳ� �� � ���〲� �e
 Accumulator : �⇠ ���䁥�� �� �� ȡ� ⇠� ⇠ȡ⌠⌠�� Ȳ� �� �⌠���쳌 ⇠� �Ȳ⌠� ⇠� �e
 Adapter : ⌠�  ��⇠ �⇠��쳌 ⇠ȡ�㜶� �⇠�䁥 ⇠ȡ��� �⌠n ⌠�n
 Algorithm : �⇠ 㜶 ⇠㔴⇠� �〲� ⇠��ȡ⇠ȡ��� ⇠⇠䁤〲�� ⇠� �⌠ȡ��ȡ�ȡ��⌠⌠ȡ�쳌 ⇠ ��
 Analog : ��� �⌠��㔴 ���ȡ�  �⇠� ⌠�㜶 �⌠�⇠ ��� ⇠⌠ ��,�e ȡ� �䁥� 香�⌠ �� �AC), 香�⌠㜶

�⇠�@��⌠
 Analog Computer : � ⇠⇠䁤〲�� �� � ȡȲ� ⇠ ��� ⇠� �e�� ⇠⌠ �� ��� �⌠��㔴 �� �� �e



�� �� ����� � �㜶⇠�ȡ� ⇠�⇠㔴 � 9 7 8 3 0 2 2 4 0 9 Page 10�� �� ����� � �㜶⇠�ȡ� ⇠�⇠㔴 � 9 7 8 3 0 2 2 4 0 9 Page 10Page 10

 Antivirus : ��⌠��쳌 ⇠ ��〲  ��� �� ⇠⇠䁤〲�� ⇠� �ȡ��〲㔴���� �Virus) �@���ȡ� �� ȡ���ȡ⇠ȡ����
�� �⇠ � �e

 Arithmetic Logic Unit (ALU) : ⇠⇠䁤〲�� �⸹㔴䁊 㜶�㜶〲� CPU) ⇠ �⇠ �� �� ���㜶 �� �⇠㔴⇠ Arithmetic & Logical-

䁥���⇠ ����⇠⇠� ⇠�⌠� ⇠� �e
 Artificial Intelligence : ⇠⇠䁤〲�� �@��㜶 �⌠�쳌 ⇠ȡ��⌠⌠� ���ȡ, ⇠㔴⇠��ȡ , 㜶�ȡ�� ⌠ ��ȡ�e 㜶 ���⇠⇠

香⇠ 
 ASCII �American Standard Code for Information Interchange) :���쳌 �� ⇠䁛�⇠⇠� 8 ��� ���� ⌠⇠⇠ �@�⌠��㔴

⇠��ȡ� ���� ⇠�Ȳ
 Assembly Language : �⇠ ⇠⇠䁤〲�� � �� �@���쳌 �� �⌠�쳌 ⇠ȡ���ȡ����ȡ⇠�Ȳ ⇠ ��� �⇠ � �e ��� ȡ �

��ȡ� ȡ��㜶�㜶 � �@�⌠�� � �e
 Audio-Visual : � 㜶 �〲� �� ȡ�� ⌠ȡ �� ⌠� ⇠ȡ�⌠ , �� 香�⇠� ��⇠⇠� ⇠ȡ
 Auto Cad : �ȡ�� �� �� ⇠� 䁥� e� ⇠��ȡ� ���ȡ�
 Auxilliary Memory : � ȡ�香㜶⇠ �Secondary) �ȡ��� �㜶 ⇠�ȡ�⇠e � �⌠䁛  �⸹��⇠ �ȡ��� �Main or Primary)⇠⌠

�⇠ ⸹ �㜶 �� � ��㜶 �e
 Backup : ����, Ȳ�  �iȲ㔴ȡ� ⇠⌠ e⇠��⇠ �䁥⸹ �� ⇠ ��� �⌠䁛 ⇠ �� ⇠ȡ���  �� �� ��ȡ���

⇠ � �e � ⇠ȡ�⇠�㔴 ���� �� Ȳ� ⇠⌠ ��⌠�n ⇠香�ȣ��賀 �㜶 �e
 Bandwidth : Ȳ� ⇠��� �@�⌠n �⌠�䁥 �Frequency) ⇠⌠ ��� �� ��⇠�� 㜶� ⇠ �⇠� � ȡ�� ��

ȡ⇠ȡȲ ȡ�⇠� ⇠�ȡ�⌠
 Bar Code : ��⌠�〲ȡ⌠�⇠ Ȳ� ⇠� 香��⌠� �e賀 ⇠⌠ ��㔴�� ��쳌 ȡ�n ⇠�� � �⇠ 㜶 䁥�⌠ ⇠ȡ⇠�〲 �Code)

⇠ȡ⌠� �@��� ⇠⌠ �㜶 �e
 Binary : �⇠ ⇠䁛 ��� �� �@��� 2 �� �e�� ⇠ȡ� 0 ⸹ 1 �⇠⇠쳌 ⇠ ��� �⇠ � �e


 Biometric Device : ��n ⇠ȡ�⌠�⇠ �⌠�쳌 �香�⇠��� 香�⇠� ,��, �䁥�ȡ�⇠� ��⌠ ⇠ ��� ⇠� ���� 䁥⸹香� ⇠��ȡ⇠⌠ �
��

 Bitmap : Ȳ�� �Pixels) ⇠� �� �� �� �on & off) ⇠��ȡ⇠ȡ��� ȡ�⌠ � �ȡ��
 Blue tooth :⇠� �⌠�䁥 � �⇠�쳌 ⇠ ��� ⇠� ����� ⇠ȡ�� ⇠⇠䁤〲�� ⇠� �ȡ�⇠㔴 ȡ���ȡ⇠⌠ �䁥⸹
 Booting : ⇠⇠䁤〲�� ⇠� ��〲�⇠ȡ��ȡ�� �香㜶⇠ �ȡ��� ȡ���ȡ��⇠� � 䁥�� ⇠⌠ �⸹��⇠ �ȡ��� �@� ��

�⇠ ⇠⇠䁤〲�� ⇠� ��� ⇠ȡ��� e� �⇠ � ⇠ȡ
 Browse : �⇠���ȡ� �� � ⇠⌠⌠ ȡ� �� ⇠� ���ȡ⇠⌠ ���
 Browser : �⇠���ȡ� �� ���㜶 � ⇠⌠ ⇠⌠ �� ⇠� ��⇠� �〲� �䁤 ⇠��ȡ�@ � ⇠��ȡ� ���ȡ�
 Bug :⇠⇠䁤〲�� ���� �@��ȡ� �⌠��
 Byte : 8 ���쳌 ⇠ ��〲 �� �⇠ ��� ⇠� ��⌠香� ⇠� �e
 C : �⇠ �� 䁥� �����⇠� �
 Chip: � ��⇠�� ⇠⌠ ��㜶 �⇠ ��� ⌠�n �� �� ��ȡn���⇠ �⇠㔴� ⇠� �� � �e
 CD ROM (Compact Disk- Read Only Memory) : �⌠⇠⌠ ��㜶 12 cm � ⇠⌠ �⇠Ȳ�� �Ȳ䁥⇠ �� �� �⇠ �� ��, ���

���� �⌠ � ⇠ �e � ⇠⌠ �� ���� 700 �ȡ���� ��㜶 �e
 CD-R (Compact Disk-Recordable) : �⇠Ȳ�� ⌠�n �� �� Ȳ� ⇠� �⇠ �� �� ��⌠⌠⇠賀 �� �⌠ �WORM-Write

Once Read Many)� ⇠ �e
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 CD ROM Juke BOX (Compact Disk-Read Only Memory Juke Box) : �⇠ �⇠Ȳ�� ⌠�n �� �@��ȡ⇠ 㜶Ȳ㜶 ��� �Ȳ䁥⇠ ⸹ �
Ȳ䁥⇠ �� ⇠� ���⇠� �⇠ 〲��� ⇠ ���㔴� �⇠ � �e � ȡ� ⇠⌠ �⇠Ȳ�� �� ��⇠ �� �㜶 �e

 Central Processing Unit (CPU) : ⇠⇠䁤〲�� ⇠ �⌠䁛 �� �� ⇠��� 〲��� �CU) �⌠�⸹�e��⇠ ����⇠ 〲��� �ALU) ⸹ �
ȡ��� ȡ���⇠� �� �� �e � ⇠⇠䁤〲�� ⇠ �⌠�� ⇠�� �e

 Character Printer : �⇠ �� �@�⇠ ⇠e�ȡn�� ���� �⇠⇠  �⌠�� 香�⇠� ⇠��ȡ� 香�⇠��
 Control Panel : ��ȡn���⇠ �⇠��쳌 ⇠ � ��䁥  ��ȣ香��⌠� ��� ��ȡ��ȡ�⌠���⇠ȡ ��ȡ�⇠�� ⇠⌠ �⌠����⌠���

⌠ � ⇠ �e
 Control Unit (CU) : 㜶�㜶⇠〲 � �� �� ⇠⇠䁤〲�� ⇠ȡ⇠ȡ ��  ȡ��ȡ�⇠��쳌 �� ��⇠�� � �e⸹ �⇠ȡ �

㜶� �⌠ 䁥⸹香� ⇠� �e
 Corel Draw : Ȳȡ䁥⇠��� ������⇠� �DTP) �@��� �⇠ ��ȡ� �⇠ ���ȡ� �� ȡ�Ȳ��� e� �⇠ȡ�ȡ�⌠
 Cut and Paste : ���㜶�� �� ��� �Selected) �ȡn䁥�  ���n ⇠� �⇠ 䁥⸹� ȡ��⇠� ⌠〲 �ȡ䁥⸹� �� ��
 Cyber Space : ⇠⇠䁤〲�� ⇠ȡ香ȡ 䁥� �ȡ�⇠㔴⇠ �⇠ ���� ��
 Delete : ��� �⇠ȡ�ȡ�⇠  ��⇠ ���, ��⌠, �e���  ��� ⇠� �Ȳ䁥⇠  �ȡ��� ȡ���
 Desk Top :⇠⇠䁤〲�� 䁥�⌠� �� ⇠⇠䁤〲�� ⇠ȡ��〲�⇠ȡ��ȡ⇠ȡ�⌠ �⌠賀 ⌠ȡ㜶 �e
 Desk Top Publishing (DTP) : � ⇠⇠䁤〲�� ⇠ �⇠�� ⇠ȡ�ȡ� �@��� �⇠ȡ��ȡ⇠ȡ��� e� ��䁤�⇠ȡ�� ���ȡ�

�e
 Dial up line : �ȡ���� �� �⇠�� Ȳ� ⇠� ⇠�� �䁥⸹ 䁥⸹香� ⇠��ȡ⇠⌠ 香� � ȡ�䁥�Ȳ ��� �Switched line) �

㜶 ⇠�ȡ�⌠
 Digital Computer : ��ȡn���⇠ ⇠⇠ȡ쳌 �� ���ȡ�ȡ⸹ �香��� �⇠⇠ ��� �Binary number system)⇠ ��� ⇠��ȡ

�ȡ⇠⇠䁤〲��
 Digital Video/ Versatile Disk (DVD) : � �〲� �⇠Ȳ�� ⇠ȡ��� �⌠n �⇠�㜶 �Ȳ䁥⇠ �e � ⇠⌠ �⇠Ȳ�� �� ��

��㜶 �e � �@ �〲��⇠⇠� ���ȡ�� �⌠�ȡ⇠ȡ��� �ȡ�� �⇠��쳌 ⇠ ��� �⇠ � �e
 Disk : 䁤��䁥�⇠  �⌠⇠⌠ ��㜶 ���⇠�,��� 䁤�ȡ� �� �� �⌠⇠�⇠⌠ �⌠⸹㔴⇠⌠ �� �⌠ ��㜶 �e � ⇠ ��� Ȳ�

 �〲� ⇠ȡ�⇠Ȳ�� �@�⇠ � �e
 Disk Operating System (DOS) :⇠⇠䁤〲�� ⇠� ��〲 �Boot)⇠��ȡ⸹ ��⇠�� ⇠��ȡ� ���ȡ��⇠� ���ȡ�
 Dots Per Inch (DPI) : �� �⇠ �⇠� �@��㔴��  �e�� ⌠� �@��䁥⸹ ��⇠⌠⌠�⇠⇠⌠ ⇠䁛 � ⇠ȡ�� 香�⇠� ⇠⌠ �

⌠�䁥 ⇠⌠ ���� ⇠⌠ �㜶 �e
 Downloading : �⇠ 㜶 �ȡ�⇠㔴�@⌠〲�䁥⸹ ⇠⇠䁤〲�� ȡ䁥⸹�㜶 ⇠⇠䁤〲�� �� Ȳ�  ��� ⇠� ��
 Drag : � �� �⇠ 㜶 ��� ⇠� �n�⇠ ⇠�  ȡ㜶⇠�⇠� �⇠ 䁥⸹� ȡ⌠〲 �ȡ䁥⸹� ⇠ �ȡ��
 Drop Down Menu : 香Ȳ�� ���� �@�⇠ 㜶 ��⌠ ⇠㔴 ȡ ⇠�⇠� ���� 香⇠�쳌 ⇠⌠ �〲㜶 �� �㜶�ȡ�⌠��㔴 ⇠⌠ �㜶

�e
 Edit : Ȳ� ⇠⌠ �⇠⌠�  䁥⌠� �@�⌠�㔴� ⇠��
 EEPROM : � �⇠ �Ȳ�� �� �e�� �@�� 香�⌠ 香� �� Ȳ� ⇠� ���⇠� ⌠〲 � Ȳ� Ȳ� � ⇠ �e
 Electronic Mail : �⇠���ȡ� ȡ�⌠ȡ⇠⇠䁤〲�� ⇠⌠ � ȡ�⇠ 㜶 �⌠ �⇠���ȡ� ���⇠㔴⇠� ⇠⌠ȡ� �ȡ�� �䁤⇠㔴⇠

 � ⇠⇠䁤〲�� �� ��䁥⸹ ��� �ȡ⇠ ��⇠�e
 End User :⇠⇠䁤〲�� ⇠ȡ��� ȡ�䁤 ⇠⌠ �賀 �〲� ⇠� �⇠ 㜶 �⌠ ⌠ȡȡ �@��� ⇠��ȡ� ��n
 Ethernet :⇠⇠䁤〲�� ⇠� 䁥⸹�㜶 �ȡ�⇠㔴� LAN) �@���ȡ⇠ȡ��� �⌠n ⇠�㜶⇠
 Exe file : ���⌠ ⇠⌠ � ⇠�ȡ� ��� ⇠ �⇠ �⇠�
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 Expansion Slot : �⇠⌠���Ȳ㔴�� �� 䁥⸹� ��⇠�⇠�� ��⇠� ⇠⇠䁤〲�� ⇠⌠ �� �⌠㜶 � ⇠㜶 �e
 File : �〲��⇠⇠ �⇠ 䁥⸹� ⇠���
 Font : �⇠ �� �⇠⌠� �� �⇠� �@��ȡ⇠e�ȡn�� ⇠ ⇠��〲㔴 ��〲 � ���쳌 ⇠� 香��⌠� �⇠� ȡ���ȡ⇠⌠ �

䁥⸹ �e
 Footer : �⇠ 㜶 �ȡ� ⇠⌠ � ȡ�㜶�ȡ⇠⌠ �⇠�n �@䁥� �� ��ȡ� �ȡn䁥�
 Format : �Ȳ䁥⇠ ⇠ȡ��� ȡ�〲㔴 ȡn�� ⸹ �e⇠ �@�⇠��ȡ⇠⌠ ���
 Gigabytes (GB) : �ȡ��� ⇠⌠ �⇠ �⇠賀 �� 230 ��� ⇠ȡ���� �e
 Hacker : �ȡ�⇠㔴 ȡ�⌠⇠� ���ȡ䁥⸹ȡ ⇠ȡ��� �⌠ ⇠⇠䁤〲�� ⇠ �� �䁥ȡ�� ⇠��ȡ� ��n
 Hang : ⇠⇠䁤〲�� �� ��⌠��쳌 ⇠ ��� � ⇠��ȡ⇠⌠ �䁥⸹�
 Hard Copy :⇠⇠䁤〲�� �� �䁥⌠ 䁥⸹㜶 ���⌠� �� ȡ⇠⇠䁤〲�� ⇠ȡ��� ⇠ȡ��� �㜶 ��� �⇠ � ⇠ �e �

e ȡ��ȡ�� �� 香�⇠� �⇠ � ����
 Hard Disk : �⌠��⌠������ ⇠ �� ⇠�� �Ȳ䁥⇠, �� �� �⌠⇠�⇠⌠ �⌠⸹㔴⇠⌠ �� �⌠ ��㜶 �e � ⇠ ���

Ȳ� �⇠Ȳ�� �@�⇠ � �e
 Hardware : ⇠⇠䁤〲�� ⇠ �⌠�⇠ �� �� ȡ�� �〲⇠� �� 〲 ⇠� ⇠ȡ�⌠
 Hexadecimal Number System : �⇠ ⇠䁛 ��� �� �@⇠⌠� 16 ��〲 ⇠䁛�⇠⇠ ��� �� �e �0, 1, 2, 3, 4, �, 6, 7,

8, 9, A, B, C, D, E ⸹ F�� � ⇠ ��� 16 �� �e
 Home Page : �䁥ȡ⇠ ȡ� �� ⇠ �⸹� �⌠� ��  �@�䁥⸹ �〲��⇠⇠⌠ �〲㜶 �⌠� ⇠� �e
 Host : �⇠���ȡ� ȡ  �⌠ ⌠香��⇠�⌠� ⇠��ȡ⇠ȡ��� �⌠n ⇠⇠䁤〲��
 Hybrid Computer : �Ȳ����  ����� ⇠⇠䁤〲�� ⇠ ��� ⌠�
 Hyperlink : �⇠ 㜶 �ȡ�  ⌠䁥ȡ� ⇠�  㜶  �⇠ 㜶 �⌠ ⌠䁥ȡ� ȡ���
 Hyper Text : �⇠ Ȳn〲�@� ⇠ȡ�⇠ 㜶 ��⌠  ��⌠ ��〲 ⇠�  㜶 Ȳn〲�@�  �⇠ 㜶 �⌠ Ȳn〲�@� ȡ��⇠⇠ ⇠��ȡ⇠⌠ �

䁥⸹
 Hyper Text Transfer Protocol (HTTP) : 香��⌠� ⇠⇠䁤〲��쳌 ⇠� �⇠���ȡ� �� �� �@���ȡ⇠ȡ��� �⌠n ���쳌 ⇠ ��〲
 IO Port : ⇠⇠䁤〲�� � 䁥�� 〲��� �@���⌠� �� ���⌠� �Ȳ� ⇠� ���ȡ⇠ȡ��� �� ⇠ȡ�
 Icon : ⇠⇠䁤〲�� 䁥�⌠� �� �⌠�ȡ� �� �� ⇠⌠ � ȡ�  �⇠ 㜶 �⌠ 䁤�⇠��⇠� �Ȳ� ⇠ȡ ��ȡ

⇠⇠䁤〲�� ���� ⇠� �⌠�  ��〲�⇠ � ⇠ �e
 Inkjet Printer :⇠�� �� 䁥� ⇠⌠ ������� �〲⇠⌠쳌 ⇠� �ȡ� �� ��⇠ ⇠� 香�⇠� ⇠��ȡ� 香�⇠��
 Input : �� ȡ� ⇠� ⇠ȡ��� Ȳ� �� ��⌠⌠ȡ�쳌 ⇠� ⇠⇠䁤〲�� �@Ȳ��
 Input Device : Ȳ� �� ��⌠⌠ȡ�쳌 ⇠� ⇠⇠䁤〲�� �@Ȳ��ȡ⇠ȡ��� �⌠n ⌠�n
 Integrated Services Digital Network (ISDN) : ��� �� Ȳ� 䁥⸹�⌠�� ⇠ȡ��� 䁥⸹香� �Ȳ���� �ȡ���� ȡ
 Interface :⇠⇠䁤〲�� ⇠ȡ���⌠� �� ���⌠� �Ȳ� ⇠� 㜶�㜶〲 �ȡ��� ⇠ȡ ⸹ ���ȡ⇠ȡ��� �⌠n ��ȡn�i��⇠

�⇠㔴�
 Internal Storage :�⇠⌠�⇠ �⇠Ȳ�� 㜶�㜶〲 ȡ 㜶�㜶 �⌠㜶 �⌠賀 �ȡ���
 Internet :⇠⇠䁤〲�� ⇠ȡ�ȡ�⇠ȡ ⇠ �ȡ�⇠㔴�� ⌠⌠�� ⇠ȡ香��⌠� ⇠⇠䁤〲��쳌 ⇠� �� �@�� �e
 Internet Service Provider (ISP) : �⇠���ȡ� ȡ �⌠� ⇠��ȡ� ⇠䁥⸹ �� �@�⇠  ��⇠ �ȡ�ȡ⇠⇠䁤〲�� �� �e⸹ �

� �⌠ ⇠䁤�〲�쳌 ⇠� �ȡ�ȡ⇠ȡ ��ȡ�⇠���ȡ� ȡ�⌠�ȡ⇠⌠ ȡ �⌠� ⇠� �e
 Internet Surfing : �⇠���ȡ� �� ���㜶 �〲��⇠⇠� ���
 Inter networking : ⌠�  ��⇠ �ȡ�⇠ȡ ⇠� �� �@���



�� �⇠� �⇠� � �Ȳ � � �㜶 �⇠���� � ⇠�⇠㔴 � 9 6 7 2 9 1 0 0 0 2 Page 13�� �⇠� �⇠� � �Ȳ � � �㜶 �⇠���� � ⇠�⇠㔴 � 9 6 7 2 9 1 0 0 0 2 Page 13

Page 13

 Interpreter : �� 䁥� � ⇠� ��㜶�㜶 � �@�⌠��㔴 ⇠��ȡ� ���ȡ� � ���� ⇠� �⇠��⇠ ��� ���
⌠��㔴 ⇠� �e

 IP Address (Internet Protocol Address) : �⇠���ȡ� �� �⇠ 㜶 ȡ� �� ⇠ 32 ��� ⇠ �⇠⇠⌠ �
 �i� �� �Pop-up): ȡ� ���⇠� ⇠ȡ⌠⌠�� 䁥⇠⌠��ȡ� 香��� ⇠ 香Ȳ� �e
 Java : �⇠ �����⇠� �Ȳ� ��⇠��� �� ⇠ ��� �⌠䁛� 㜶�Ȳ� �ȡ� , � �⌠�ȡ�� , ����� ��⌠ �@䁤�⇠�  ȡ�ȡn�

⇠��ȡ⇠ȡ��� �⇠ � �e
 JPEG �Joint Photographic Experts Group) : �⇠���ȡ� ⇠⌠ ���⇠� ��ȡ� �Graphical Images) ⇠ȡ��� �䁥ȡ�� ⇠⌠ ��ȡ�

⇠⇠�ȡ�� ⇠�㜶⇠ �Compression technQue)

 Key-Board : �⇠ ���⌠� �⇠�� �� �� ��ȡ���쳌 ⇠� ⌠�⇠� ⇠⇠䁤〲�� �@Ȳ�  ��⌠�� Ȳ�ȡ�ȡ�⌠
 Laptop : �⇠ ��� ⇠⇠䁤〲�� �� ȡ��⇠� ⇠�⇠�㜶 �ȡ� ⸹ ��� �⇠ � ⇠ �e �〲ȣ�⇠ � ȡ��⌠ �Lap) �@ �

⇠� ��� �⇠ � �e,�� � ȡ�e���� ⇠⇠䁤〲�� ⇠�ȡ�⌠
 Laser Printer : �ȡ�� �㜶� �� ���� 香�⌠ �� ⇠ ��� ⇠� 香�⇠� 䁥�⌠� ⇠��ȡ� 香�⇠�� � �⇠ �� �@�〲� �ȡ�

香�⇠� ⇠� �e
 Login :⇠㔴��⇠� ⇠��ȡ⇠ȡ��� ���� �@��ȡ⇠⌠ ���
 Logoff :��� ⇠㔴 �䁤 ⇠�  ���� ȡ��� ��⇠��ȡ⇠⌠ ���
 Machine Language : �⇠ ��⇠�䁥� � �� ⇠ ��� ⇠⇠䁤〲�� �@ 㜶�ȡ�⇠ � ⇠ �e � �䁥ȡ⇠ �⇠� ⇠ȡ

⇠⇠䁤〲�� ⇠ȡ��� ������� ��㜶 �e
 Magnetic Storage : �⇠ �⇠Ȳ�� �⇠�� �� �@�⌠⇠�⇠⌠ �⌠⸹ȡ ⇠ ��� �⇠ � �e
 Main Memory : � �ȡ��� �� 㜶�ȡ 㜶�㜶〲⇠ȡ ⇠�⇠㔴�@��㜶 �e
 Main Frame Computer : �㜶 �� �@Ȳ� �� ȡ� ⇠� ⇠ȡ��� �⌠n ⇠⇠䁤〲�� � �@⇠賀 ���⇠㔴�⇠ ⸹ ⇠㔴⇠�

⇠ȡ�⌠
 Memory : Ȳ�  �〲��⇠⇠� ⇠��� ⇠��ȡ� �⇠�� �� �ȡ⇠ ��ȡ��  ȡ�⌠�� �⇠� ⇠� �e
 Micro Computer :���ȡ�⇠� ⇠ 䁥⇠� ⇠䁤�〲� �� �@�⇠ ���� �� ȡ � ⇠ ��� �� �e
 Microprocessor : �⇠ �⇠���ȡ�ȡȲ �⇠㔴� �� �� ⇠⇠䁤〲�� ⇠ȡ��〲�〲 ⇠ȡ ⇠� ⇠�⌠� ⇠�㜶 �e � ȡ 㜶�㜶�〲 CPU) �㜶 ⇠�ȡ

�⌠
 Modem : � Modulator- Demodulator⇠ ⇠��䁤 ⌠� �e � �⇠ ��ȡn�i��⇠ �⇠�� �e�� �Ȳ���� ⇠⇠ȡ쳌 ⇠� ��

�� ⇠⇠ȡ쳌 �@�⌠�⇠� ⇠�� ��� �� �ȡ� �e⸹ �䁤 �⇠� �� �Ȳ���� ⇠⇠ȡ쳌 ⇠� ���� ⇠⇠ȡ쳌 �@
�⌠� �e

 Monitor : ���⇠��㜶 �⌠� ⇠��ȡ� ���⌠� �⇠�� � ⇠⇠䁤〲�� �@ ⇠�⌠� ���ȡ� ����⇠⇠� �⌠��㔴 �㜶
⇠� �e

 Mother Board :⇠⇠䁤〲�� � 䁥�� ⇠ �⌠䁛 ��� �� �@ �㜶 �⇠�� ��ȡ�ȡ�⌠
 Mouse : �⇠ ���⌠� �⇠�� �� ȡ䁤�⇠� , �n�⇠ ⸹ �e� ⇠ ⇠� �⇠ � �e
 Multimedia : �〲� �⌠��㔴 ⇠��ȡ⇠ȡ��� �ȡn䁥� , ��, ��㜶�ȡ�� ��  �ȡ ���쳌 �@ ȡ⌠�  ��⇠ ���쳌 ⇠ �

⇠ ⸹ ���
 Multitasking : �⇠ ���⇠㔴�� ⇠賀 ⇠ȡ ⇠� �⇠ ⸹ ⇠�⌠� ⇠��
 Off line :⇠⇠䁤〲�� �@�⌠n �⇠�� �� 㜶�㜶〲 ȡ 㜶� �⌠ �⌠� ��⇠��
 On line :⇠⇠䁤〲�� �@�⌠n �⇠�� �� 㜶�㜶〲 ȡ 㜶� �⌠ �� �e⸹ 㜶�㜶〲⇠  �� ��⇠�� �� �e
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 Optical Mark Reader (OMR) : �⇠ ���⌠� �⇠�� �� 香�ȡ �⇠� ⇠ȡ�⌠��/ ⇠⇠ȡ쳌 ⇠� �⌠⇠�  ȡ⇠⇠䁤〲�� ⇠ȡ��� ⇠ȡ
�� �� �e

 Output device : �⇠ �⇠�� �� Ȳ� �� ȡ� ⇠� ⇠ȡ�ȡ� 䁥�⌠� �〲� ⇠� �⌠��㔴 ⇠� �e
 Page Setup : 香�⇠� ⇠��ȡ ȡ���ȡȲn〲�@� �@�ȡ� ⇠⌠ �䁥⸹� ⇠� ���㔴⌠� ⇠��ȡ� ���ȡ�
 Password : ⌠�� ⇠⌠ ���� ȡ�⌠n ⇠�Ȳ �� ⇠ ��� ⇠� � ⇠⇠䁤〲�� ⇠ ��� �⇠ � ⇠ �e � Ȳ㔴�⇠⇠쳌 , ���

쳌 ⸹ �⌠�� ȡ�� �� �e � ��ȡ⇠ȡ�ȡ�� ���ȡ���쳌 �@���� ⇠� ⇠ �e�⸹㔴 � ⇠ȡ @� ��
�Case Sensitive) �� �e

 Peripherals :⇠⇠䁤〲�� � 䁥�� ȡ�⌠ȡ��ȡ⇠ ���⌠�  ���⌠� �⇠�� ⸹ �ȡ��� �⇠�� �� ⇠⇠䁤〲�� � 䁥�� ⇠� �
�쳌 �� ȡ�ȡ�ȡ��ȡ�⌠

 Personal Computer : ��n� ��� ⇠ȡ��� e� �⇠ ���� ⇠⇠䁤〲�� �� ȡ香��⌠� ⇠ȡ ⇠ȡ��� �⌠n �⇠ �
⇠ �e

 Piracy : �⇠ 㜶 ��〲 ���ȡ� ⇠⌠ �e� ⇠�〲�㜶 ⌠� �� �� ���
 Printer : �⇠ ���⌠� �⇠�� �� ⇠�� �� �Ȳ㔴⇠��㜶 �䁥⌠ ⇠� �e
 Processing : Ȳ� �� �⇠ȡ��ȡ�ȡ⇠㔴 ����⇠�� ȡ⌠�@ �〲� �@�⌠� � ⇠@
 Procesor :⇠⇠䁤〲�� ⇠ � �� �� ⇠⇠䁤〲�� ⇠⌠ ��〲�〲 ���⇠�� ��⌠⌠ȡ�쳌 ⇠� ⇠�⌠� ⇠� �e
 Program : ��⌠⌠ȡ�쳌 ⇠ ��〲 ��⌠�@�⇠ �� �@���⌠ ⇠��ȡ�� ⇠⇠䁤〲�� �� �⇠ 㜶 香�ȡ ⌠ȡȡ ⇠⌠ �〲�㔴⇠�㜶 �

 ⇠㜶 �e
 Programmable Read Only Memjory (PROM) : 䁥⸹㜶 �⇠Ȳ�� ⇠⌠ ��ȡn���⇠ ⌠�n �� �@�䁥⸹ Ȳ� ⇠� 香�ȡ �⇠��쳌 �

� �⌠� � ⇠ �e
 Programming Language : � � �� ⇠⇠䁤〲�� �� ⇠ �e⸹ �� �@⇠⇠䁤〲�� ���� e� �⇠ � �e
 Public domain Software : �⇠���ȡ� �� �⌠� �@���� ���ȡ� � ȡ�ȡ� ȡ� �㜶 ⇠�ȡ�⌠
 Random Access Memory (RAM) : �ȡ��� ⇠ �⇠� �� �@ �〲� �⌠�� �䁤 ⇠��ȡ�ȡ�� � �〲� ⇠⌠ �䁥⸹� �����

㔴� ��⇠⇠� �e
 Real Only Memory (ROM) : �⇠ ��ȡn���⇠ �ȡ��� �⇠�� �� �@ ⇠��� �〲� 香�⌠ 䁤�賀 ⇠ȡ��� �㜶 ��㜶 ��㜶

�e⸹ � �@�⌠�㔴� ��⇠�⇠ � ⇠
 Reboot :⇠⇠䁤〲�� ⇠� �� ⇠� �⌠�� �� ⇠��ȡ⇠⌠ ���
 Router : 香��⌠� �ȡ�⇠㔴⇠� �� �@���ȡ⇠ȡ��� �⌠n 香�
 Save :⇠⇠䁤〲�� �@Ȳ�  �〲��⇠⇠� ��� �@䁥��� ⇠�� �⇠  ⇠ �香� �@��� �⇠ � ⇠ȡ
 Scanner : �⇠ �⇠� ⇠ ���⌠� �⇠�� �� 䁥㜶� �� �ȡ�� ⇠� �Ȳ���� �� �@�⌠��㔴 ⇠� �e
 Screen saver : �⇠ ���� �� �� ⇠⇠䁤〲�� ⇠ȡ�⇠ ���ȡ� � ⇠ ����� ���ȡ⇠⌠ �䁥⸹� �@䁥�⌠� �� �⌠賀

⌠ȡ �e
 Scroll : �⇠ 㜶 香Ȳ쳌 �@�⌠賀 ⌠ȡ�ȡ� ⇠⇠䁤〲�� 䁥�⌠� ȡ� Ȳ�  �� ⇠� �����㜶�ȡ ⌠@� �@� ⇠�ȡ⇠⌠ �

䁥⸹
 Secondary Memory : �⇠ 䁥⸹㜶 �ȡ��� �� 㜶�㜶〲 ȡ 㜶�㜶 �⌠㜶 ��⇠��㜶 ⸹ ⇠⇠䁤〲�� �⌠⌠ ⇠� ⌠ȡ�ȡ�� �㜶 Ȳ� ����

�⇠��
 Server Computer : �⌠䁛 ⇠⇠䁤〲�� �� �ȡ�⇠㔴 ȡ�⌠ȡ�⌠ ⇠⇠䁤〲��쳌 , � ⇠ ��쳌 ⸹ ȡ�⇠�� ��⇠�� � �e

⸹ �⇠⌠ ȡ ���� ⇠� �e
 Setup : �⇠ 㜶 ���ȡ� ⇠� ⇠⇠䁤〲�� �@䁥⸹香� ⇠��ȡ⇠⌠ ��� ��⇠� ⇠��ȡ⇠ȡ��� e� ���
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 Software :⇠⇠䁤〲�� ����쳌 ⇠ ��〲 �� ⇠⇠䁤〲�� ⇠ȡ��㜶 ⇠���  ��� ⇠� ⌠���ȡ� ⇠� �e
 Software Package : �⇠ 㜶 香�ȡ ⇠㔴⇠ȡ��� ����㔴 ����쳌 ⇠ ��〲 �� ��� ⇠ȡ��� �⇠ ⸹ � ���� �e
 Source Program : ��㜶�㜶 � ȡ��� �⌠ � �@��ȡ�� ����
 Sector : �ȡ��� �Ȳ䁥⇠ ⇠⌠ � ȡ��� �⇠賀 �� �� Ȳ� ⇠� �� � �e
 Search Engine : Ȳ㔴�Ȳ ȡ� �� ���㜶 �〲� �ȡȡ �� ⇠� ���ȡ⇠ȡ��� e� ���ȡ�
 Static Ram : �ȡ��� ⇠ �⇠� �� Ȳ� ⇠� 香�⌠ 䁤�賀 ���ȡ⇠ � 䁥��� ⇠�㜶 �e
 Sub Script : �⇠ 㜶 �⇠⇠  ��� ⇠ȡ�⌠  ⇠ȡ�㜶�ȡ⇠�賀 ⌠〲 � �⇠⇠  ��� ���ȡ�⇠� �@���
 Super Computer :�� �� �� �ȡ⇠⇠䁤〲�� ����@⇠賀 �� ȡ � ��⌠� �� �@��ȡ��ȡ�⌠
 Swapping : Ȳ�  ���� ⇠� �Ȳ䁥⇠ �� 䁥��� ⇠�� ⸹ �ȡ⇠ �⌠�ȡ��  ȡ�⌠䁛 �ȡ��� �@Ȳ��
 System Software : ����쳌 ⇠ ��〲 �� ⇠⇠䁤〲�� � 䁥�� ⇠ȡ��〲�〲 ⇠ȡ ⇠� ⇠�⌠� ⇠��ȡ⸹ ⌠�@⇠㔴⇠ȡ�� ��

� ��ȡ⇠ȡ��� �⌠n �� �e
 Touch Screen : ��� �@� � ���⌠� �⇠�� �� �@䁥�⌠� �� ���� 香⇠�쳌 �@ ȡ�⇠ ⇠ �� �⇠�⌠� �� �

⇠〲� �⇠ � �e
 Troubleshooting : ���ȡ� ⸹ �Ȳ㔴ȡ�  ���쳌 ⇠� ⌠⌠〲� ⸹ �⇠ ��⌠� ���
 Undo : 香Ȳ�� ���ȡ� �@�〲㔴�@�⌠ȡ�ȡ��⌠��쳌 ⇠ȡ�� ⇠� �䁤 ⇠��
 Uninterrupted Power Supply (UPS) :⇠⇠䁤〲�� ⇠� ��� ��㔴� 香�⌠ ���� ⇠��ȡ⇠ȡ��� �⌠n �⇠�� � �@ �

e�� ⇠ ��� �⇠ � �e
 Unix : �ȡ�⇠㔴��� ⇠ȡ��� e� �⇠ � ��⌠���⇠㔴 , ��� �ȡ⌠�⇠� �i��ȡ��⇠� ���ȡ�
 Upload : �ȡ�⇠㔴�@䁥⸹�㜶 ⇠⇠䁤〲�� ȡ⌠〲�䁥⸹ ⇠⇠䁤〲�� ⇠� ��� �ȡ��
 User Friendly : ����  ⇠⇠䁤〲�� �� ȡ��� �〲㔴��⌠� ⇠ȡ⇠� ��⇠� ��n �� �㜶 � �㜶 ȡ�� �

⇠ �e
 Very Large Scale Intergration (VLSI) : �⇠ �� �� 10,000 ⇠ȡ⇠�� ��ȡn���⇠ ��ȡ ⇠ ���㔴�
 Video Display Terminal (VDT) : �⇠ ⇠⇠䁤〲�� ���㔴�� �� �@���⌠� ⇠ȡ��� ⇠⌠���Ȳ㔴⸹ ���⌠� ⇠ȡ��� �i�㜶�� ⇠ �

�� �� �e
 Virus : �⇠ ��� �e� ���� �� ȡ���⌠ ⇠��ȡ�� � ⇠⇠䁤〲�� ���ȡ� ⸹ �〲� ⇠� ⇠⌠��香 ⇠� �e
 WAP (Wireless Access Point) : �⇠ ⌠�n �e�� 香��⌠� ⇠�� ���쳌 ⇠ ��⇠� �⇠ �ȡ� �ȡ�⇠㔴�� �e
 Web Browser : �⇠���ȡ� �� ȡ� �� ⇠� ���ȡ⇠⌠ ��� ⇠� � � ���ȡ⇠ȡ��� �⌠n ���ȡ�
 WiFi : ⇠ �⸹㔴�e Wireless Fidelity � ⇠ ��� �ȡ� ⇠�㜶⇠ �� ⇠⇠䁤〲�� ⇠ȡ⌠� �⇠��쳌 ⇠ȡ�㜶� ⇠�⇠� 䁥⸹香�

⇠��ȡ⇠ȡ��� �⇠ � �e

⊀⊀ਜ㦨� yƾ �� �曰�㟨ਜ��䊠

1. Ȳ㔴Ȳ�n⌠�@� �@�⇠ �e��� ⇠� �⇠ 䁥⸹� ȡ⌠〲 �ȡ�@�ȡ��ȡ⇠ȡ��� ��⇠���� �@ ȡ�⇠ ⇠ ��� �⇠ �� ����–

(A)⇠��㜶 �⇠Ȳ ��䁥� (B)⇠� �⇠Ȳ �ȡ䁥� (C) �Ȳ�� �⇠Ȳ ⌠���� (D)��⇠Ȳ �⇠Ȳ ⌠�䁤�ȡ
Ans : (B)
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2. �n ȡ� 䁥�ȡȲ�㜶� ⇠ �n䁥�@�� �e–
(A) .doc (B) .xls (C) .ppt (D) .accts
Ans : (B)

3. ��ȡn����⇠ ⇠⇠���ȡ⌠� �ȡ⸹� 䁤�ȡ�  ��Ȳ㔴⇠� ……..⇠�ȡ�⌠

(A) �Ȳ㔴�Ȳ䁥⇠ (B) 䁥⇠e�� (C) �e� (D) �⇠㔴� ��Ȳ㔴
Ans : (D)

4. 䁥�ȡȲ�㜶� �@�� ��⇠� �� ⇠����� �� �⇠�� ȡn� ⇠�ȡ�⌠ ȡ⇠�ȡ�⌠ –

(A) col_row (B)⇠⇠�ȡ�� (C) box (D) cell

Ans : (D)

5.����� �e�⇠⇠� 䁥���ȡ� � 䁥�� �� �@�㜶 �� �@Ȳ� 䁥��� �⇠ � ⇠ �e–

(A) CPU (B)�e��� (C) ȡ⇠⇠Ȳ� 䁥���ȡ� (D)� 䁥���ȡ�
Ans : (D)

6. �e⇠ ��� ⇠ �⇠ ⌠��� �e–

(A) �����⇠� �Ȳ� (B) ��⇠��⇠� �Ȳ� (C)���⌠� �Ȳ� (D) ���ȡ� �Ȳ�
Ans : (B)

7. � ⌠�n �� ⇠ȡ�� �ȣ⇠쳌 ⇠� �ȡ���� ⇠ȡ��� ȡ���� � ���쳌 ⇠⌠ � ȡ�ȡ� � �e,⇠�� �e–

(A)��Ȳȡ� (B)���㜶�� (C)� (D)�. 㜶.��.
Ans : (A)

8.⇠⇠䁤〲�� ��⇠���� �@ ȡ⇠⌠� –  ⇠㔴��⇠⇠� �e?

(A) �⇠䁤〲��⇠� (B) �� ȡ� ⇠� (C)⇠⇠����⇠� (D)�⇠Ȳ�䁥�⌠�Ȳ⇠�
Ans : (D)

9. BIT⇠ �〲� ⌠� �e–
(A) Built In Tasks (B) Binary Digit (C) Before Instructed Tast (D) Before Interpreting Task
Ans : (B)

10.⇠⌠ ��Ȳ㔴⇠⌠ ⇠⌠� ��⌠�@香�ȡ ⇠ȡ ⇠ȡ��� ���� �⇠ � ⇠ �e⌠�@⇠�ȡ�⌠ –

(A)�⇠n�� ⇠⌠� (B) ��� ⇠⌠� (C) �ȡ� ���� �ȡ� Ȳ� ⇠⌠� (D) �������� ⇠⌠�
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Ans : (A)

11. 䁥���ȡ� �Ȳ� ,�� �⇠ � Ȳ� ⇠� ��⌠ 㜶 ���–��� �Ȳ䁥⇠ �� 䁥��� ⇠� �e�⇠ �⇠ Ȳȡ�e� �� ��ȡ�� ⌠〲 � �� �

Ȳ� � ���,  ȡ⇠�ȡ�⌠ –

(A) RAID (B)�e��ȡ��⇠ �ȡ� (C)�e��ȡ��⇠ �Ȳ䁥⇠ (D) ����㜶 �Ȳ䁥⇠
Ans : (A)

12. ��⇠���� �@ ȡ⇠⌠� 㜶 e���⇠ ⇠⇠䁤〲�� � �e?
(A) BASIC (B) COBOL (C) FORTRAN (D) PASCAL
Ans : (C)

13. �⇠ 㜶 䁥���ȡ� ��⇠ȡ�� ⇠� ��Ȳ@���賀 ⇠��ȡ⇠ȡ��� �⌠n ��  �⇠�� ⇠� n ⇠�ȡ�⌠

(A) ��� (B) ⌠�⇠�Ȳ㔴 (C) ��ȡ (D) ����
Ans : (C)

14. � ���ȡ��⇠� ⇠ȡ��� ȡ䁥� ������ n �e?

(A) �ȡ� 〲�� ȡ⌠〲� (B) �ȡ� 〲�� ⇠⌠�� (C) �ȡ� ⌠����⌠�⌠ (D) �ȡ� ��⌠�⌠
Ans : (C)

15. Ȳ㔴�@�����@� �� ��⌠� �� ⇠ȡ��� ⇠⌠�–  ��〲 �� ��� �Ȳ䁥��ȡ⇠� �e?

(A)������⇠� ��〲�� (B) 䁥�@ȲȲ㔴��〲�� (C) ��⇠� ��〲�� (D) ���n ��〲��
Ans : (A)

16. �⇠���ȡ� �� �⇠ �ȡ�⇠㔴䁥�e��㜶 ⇠⌠ ��⇠ ⌠� ȡ��� �� �e?

(A) �㜶�� �⌠�㜶�� �ȡ�⇠㔴� 䁥�� (B) n�⇠� 㔴� �ȡ�⇠㔴� 䁥�� (C) LAN (D) 䁥�⌠Ȳ ���� �ȡ�⇠㔴� 䁥��
Ans : (B)

17. RAM ��⇠���� �@ ȡ�⇠ ⇠ �⇠ ⌠��� �e?

(A) �����ȡ��� �e��� (B)⇠e� �e��� (C) ��ȡ��� �e��� (D) �⌠㔴�� �e���
Ans : (C)

18. �⇠ �����⇠� �⌠�ȡ� ⇠� �⇠ �ȡ�� ⇠⌠ �⌠� ��⇠��㜶 �e?

(A) BASIC (B) �賀 �ȡ� �⌠�ȡ� (C)� @�� �⌠�ȡ� (D)��㜶� �⌠�ȡ�
Ans : (D)
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19. � ȡ�Ȳȡ ȡ � ȡ���ȡ�� �@��⇠���� �@ ȡ⇠⌠� –  ��䁥�ȡȲ �e?
(A) TB, MB, GB, KB (B) GB, TB, MB, KB (C) TB, GB, KB, MB (D) TB, GB, MB, KB
Ans : (D)

20. �〲� ⇠⌠  � ȡ��� �⇠賀 ⇠� n ⇠�ȡ�⌠�� ȡ⇠⇠䁤〲�� ���� �� ȡ ⇠� ⇠ �e?

(A) �Ȳ��� (B) ��� (C)�ȡ���� (D) ���
Ans : (D)

21. ���� � 䁥�� �⇠ �⇠�� � 䁥�� �e�� ⇠��� �e–
(A) 2 (B) 4 (C) 8 (D) 10
Ans : (A)

22.⇠⇠䁤〲�� �@n �ȡ ��� ���� �⇠ � ‘�〲� �� ⇠ȡ?

(A)⇠⇠���� (B) ��Ȳ� (C)���ȡ��⇠� � 䁥�� (D) � ȡ⇠���
Ans : (C)

23. � �n ȡ� �@�⇠ �n��⇠e�ȡ�� ��⇠�e –

(A)����⇠� (B) Ȳ� 㜶�� (C)���⌠��� (D) �ȡn䁥�
Ans : (B)

24. �n ȡ� �@, � �⇠ �㜶⌠�⇠�Ȳ㔴Ȳ ��〲㔴�쳌 �e�� ���� ����⇠⇠ȡ��� ��㔴⇠� �⌠� ⇠�� �e

(A) e〲 (B) Ȳ� 㜶�� (C)�⇠n�� (D)�⌠Ȳ
Ans : (C)

25.⇠⇠䁤〲�� ⇠⌠ ��⇠� �ȡ��� ⇠⌠ 香�ȡ �e�� ��� 䁥��� ⇠��ȡ⇠⌠ ⇠� ��–

(A) ���� (B) ȡ⇠@Ȳ� (C) �Ȳ㔴�Ȳ䁥⇠ (D) ȡ �㜶
Ans : (B)

26. ��⇠���� �@ ȡ⇠⌠� –  �⇠ � ���� �e�� �� 䁥� � ⇠� ��㜶� �@�⌠� �e?

(A) ��⇠ (��⇠⇠� ) (B) �⌠��⇠ (� @��� ) (C) ��㔴�� (�⇠���ȡ�� ) (D) ⇠⇠�⇠ (⇠⇠��� )

Ans : (D)

27. Ȳ㔴�@⌠�䁤�ȡ �䁤�� ⇠�ȣ�� ���� �e

(A)��� �ȡ⌠〲 (B) �〲�ȡ⌠〲 (C) ��Ȳ� �ȡ⌠〲 (D)���� �ȡ⌠〲
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Ans : (C)

28.⇠⇠䁤〲�� �Ȳ㔴ȡ� �@�� � ��⇠ ⇠ �� �� �e,�⇠⇠쳌 ⇠⌠ ��⌠ ��⇠ �� ⇠� �⇠Ȳ� �@� ⇠ �e � ⇠�� �e–

(A) �Ȳ䁥⇠ (B) �� (C)�e��ȡ��⇠ �ȡ� (�⌠⇠�⇠⌠ �ȡ� ) (D)���
Ans : (B)

29. Ȳ㔴�@���ȡ香���ȡ�n�� ⇠� ⌠� 㔴⇠��ȡ⇠ȡ��� –

(A)⇠�⇠�⇠Ȳ ⇠ ��� ⇠�@ (B)��–Ȳ〲⇠�⇠Ȳ ⇠ ��� ⇠�@ (C) �Ȳ�� ⇠⌠ �ȡ ⇠�@ (D) �–Ȳ〲⇠�⇠Ȳ ⇠ ��� ⇠�@
Ans : (B)

30. ȡ⇠@Ȳ� 䁥���ȡ� ȡȲ� ⇠ȡ��� ⌠�nȡ䁥� ����ȡ⇠ȡ�⌠ 䁥香⇠ Ȳ� �⇠ �� ⇠ȡ��� ���ȡ�ȡ � ⇠� n ⇠�ȡ�⌠

(A) �Ȳ䁥⇠ �⇠ �� ��� (B) �〲�@� ��� (C) �n ȡ ��� (D) Ȳ� ���⌠� ���
Ans : (A)

31. ��⇠� �@⇠⌠� –  ⇠⇠䁤〲�� �⌠ ��⇠�e ?

(A) ����� (B) ���� ⇠�Ȳ (C) �� (D)��Ȳ
Ans : (A)

32.⇠⇠䁤〲�� ⇠ȡ��� ���⇠� ��ȡ� �� 香�n�� ��⇠� �@ ȡ⇠⌠� Ȳ� ⇠ �e?

(A) 䁤���� (B) 䁥⇠e�� (C)� (D) 香�⇠��
Ans : (B)

33. �⇠���ȡ� �� 䁥⌠�⇠⇠ȡ��� ⇠⌠ ��� ⇠� n ⇠�ȡ�⌠

(A) 賀– ȡ��⇠� –��–��⇠� (B) 賀–�ȡ�Ȳ⇠� (C) 賀–���@ (D) 賀–⇠�� 㔴
Ans : (D)

34.⇠⇠䁤〲�� ⇠ �⌠䁛 � 䁥�� ��Ȳ㔴n ⇠�� �e

(A) �⇠��ȡ��Ȳ �⇠㔴� (B)�⌠���Ȳ㔴 (C) �� ȡ � (D)������
Ans : (B)

35. �⌠�� 香⇠Ȳ�� XP⇠� 香Ȳ�� 7 �@�⌠� ⌠@� �� 䁥 �@n ⇠� ��ȡ�⌠

(A)��䁥��㔴 (B)���ȡȲ (C)��Ȳȡ� (D) �e�
Ans : (B)
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36. POST⇠ �〲�㔴⌠� n �e?
(A) Power on Self Test (B) Program on Self Test (C) Power on System Test (D) Program on System Test
Ans : (A)

37. �⇠���ȡ� ⌠� � �±⇠⌠ ��⇠ȡ�� ȡ⇠�ȡn� ⇠��ȡ⇠ȡ��� ��� ��⇠� �@ ȡ�⇠ ⇠ ��� ⇠� �e?

(A) ��⇠⇠� (B) ����⇠�� (C)⇠ȡ�� (D) URL

Ans : (D)

38.⇠⇠䁤〲�� ⇠⌠ �䁥��㔴⇠��ȡ⇠ȡ��� ��⇠� ⇠⌠⇠��쳌 ⇠ȡ ⇠��� ⇠ ��� �⇠ � �e–

(A) �Ȳ�� +⇠⇠��� (B) �e⇠䁥�ȡ +⇠⇠��� (C) �䁥⇠ȡ� +⇠⇠��� (D)⇠⇠��� +�� + �Ȳ��
Ans : (D)

39.⇠⇠䁤〲�� ⇠⇠��� ⇠��ȡ ⇠�⇠�㜶 �⇠䁥�n�⇠  ����쳌 ⇠� ⇠�ȡ�⌠

(A) ���ȡ� (B) �Ȳ㔴ȡ� (C) �⌠��ȡ� (D) �����
Ans : (A)

40.⇠⌠� 香����:��� ⇠ �⇠� ��Ȳȡ���賀 ⇠� �e–

(A)��Ȳ� (B) �⸹ (C)��� �n �@�� (D)��� �ȡ�
Ans : (C)

41.⇠⇠䁤〲�� ⇠⌠ �㜶 ⇠⌠ 䁥�㜶Ȳ ⇠⌠ ��� �⇠ �@⇠⌠ �㜶 �e

(A) �㜶���� (B) ��� (C)�ȡ����㔴 (D) �㜶����㔴
Ans : (C)

42. Ȳ㔴�@�⇠ �㔴� ��⇠� n ���⌠㔴�� ⇠� �e?

(A) Ȳ�n⌠�@� ⇠ �⇠ (B) Ȳ�n⌠�@� ⇠��⇠� (C) Ȳ�n⌠�@� ⇠ �� (D)��ȣ�ȡn䁥� �⇠�� �⇠ ���
Ans : (D)

43. ⌠ȡ� ȡ���ȡ⇠ȡ��� ���ȡȲ�  �⇠䁥�n�� ⇠� �� ȡ ⇠��ȡ⇠ȡ��� 䁥���ȡ� 䁥�ȡ –

(A)⇠e� (B) ���䁥�� (C) RAM (D) CPU

Ans : (A)

44. ��n �� ȡ �⇠� �� �⌠� : ��� �� ⇠�⇠Ȳ쳌  䁥�ȡ䁤 ⇠ȡ ȡ� ⇠� n ⇠�ȡ�⌠ –

(A)�e�� (B) �ȡ⇠��ȡ� (C)�⇠n�� (D) ⌠��ȡ�� �ȡ��@
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Ans : (A)

45. ���� 香�n�� �n��쳌 ⇠� �⌠��ȡ⇠ȡ��� �⇠ �⇠� ⇠ ���ȡ� ��� �⇠ � �e?

(A) ��⇠� (B) 㜶�Ȳ� ��Ȳ��⇠� (C) �@��⇠� (D)⇠⇠䁤〲�� �Ȳ���
Ans : (B)

46. �⌠�� Ȳ㔴�@ ‘receive’⇠ȡ��� ‘reieve’ ��� ⇠�@�ȡ� � ȡ⇠⌠� ���ȡ�� �⌠� ⌠ȡ�

(A)�������� (B)�����Ȳ� (C)����䁤�� (D)���⇠�ȡn�
Ans : (D)

47.⇠⌠�–  �� @ ���쳌 ⇠ȡ �〲� ⇠� 香���⌠㔴�� ⇠� �e�� ���ȡ� ⇠ ��� ⇠� ⇠ȡ�⌠ ?

(A)⇠⌠⇠�⇠� –〲� �� @ (B)���� ���ȡ� �� ȡ ⇠ (C)���� 〲�� �� @ (D) �� �� @
Ans : (C)

48. ��⌠ ȡ PCs, ⇠㔴䁥�ȡ�⌠ �� �⌠⇠⇠䁤〲��쳌 ⇠ȡ��� Ȳ� �� ���⇠ ⇠ȡ⇠�ȡn�� ��Ȳ ⇠��ȡ� ȡ⌠�� ⇠⇠䁤〲��

⇠�� �e–

(A) ⌠�� ⇠⇠䁤〲�� (B) ���㜶 ⇠⇠䁤〲�� (C)�e��� (D) 㔴�
Ans : (D)

49. ��⇠� �@ ȡ⇠⌠� ��� �ȡ�⇠⇠쳌  ��⌠쳌 ⇠� �⌠ �e�� ��� �〲쳌 �� � ���㔴� �� �e, �⇠ȡ�⌠��ȡ�� �⌠� � �e?

(A) e〲� (B)�⌠Ȳ (C)�⌠Ȳ �⇠�⇠n�⌠ (D)�n�⌠
Ans : (B)

40. Ȳ� 䁥��� ⇠��ȡ�� �⌠�⇠�� ⇠ȡ��� ⇠⇠䁤〲�� �⇠ �� ⇠ȡ�⇠�� � 䁥�� ⇠ ��� ⇠�ȡ�⌠ –

(A) ���� (B)�n�� (C) Ȳȡ� �� (D) �ȡn Ȳȡ� ��
Ans : (A)

51. �Ȳ䁥⇠⇠⌠�ȡ⌠� �� �e⌠⌠�ȡn�� ⇠ȡ � ⌠�⇠�Ȳ㔴�⇠ � �e�� �� ȡ〲�� �� �ȡ⌠�  ��ȡ� ��⇠�⇠ � ⇠ �e,

� .⇠�� �e

(A)�e��� –�⌠� (B) ���–�⌠� (C) ⌠ –�⌠� (D) �Ȳ–�⌠�
Ans : (D)

52. �⇠ 㜶 ��n �� ⇠⌠ �賀 � 㜶 ⇠���� �� ȡ� ���㜶 �� ���� �⇠��� ȡ����㜶 �〲� �䁤 ⇠� �ȡ ⇠��㜶



�� �� ����� � �㜶⇠�ȡ� ⇠�⇠㔴 � 9 7 8 3 0 2 2 4 0 9 Page 22�� �� ����� � �㜶⇠�ȡ� ⇠�⇠㔴 � 9 7 8 3 0 2 2 4 0 9 Page 22Page 22

�⌠–

(A) ����⇠� ��䁤 (B)⇠⇠䁤〲�� � (C) 䁥�賀ȡ� 䁥⇠e� (D) �
Ans : (A)

53. ȡ� �� ⇠ �⌠䁛 �ȡ� ⇠�� �e–

(A) ��� �ȡ� (B) ��� �ȡ� (C) �㔴�ȡ� (D) �⌠⇠�⇠㔴
Ans : (A)

54. ���� �� ȡ �쳌 �� ⌠�  ��⇠ ����쳌 ⇠ ⸹– ⸹ � ȡ� ⇠� �e

(A)�������⇠� (B)���� ⇠⇠� (C) ��� �ȡ⌠�⇠� (D)���� ȡ� ⇠�
Ans : (C)

55.⇠⇠䁤〲�� ȡ��ȡ��ȡ�ȡ��� –����⇠�賀–�⌠賀 ⇠⌠ ���쳌 �ȡ⇠�Ȳ ⇠ n ⇠�ȡ�⌠ ?

(A) ASCII⇠�Ȳ (B)�e��ȡ��⇠ �ȡ� (C) OCR 䁥⇠e�� (D) �� ⇠�Ȳ
Ans : (D)

56.⇠⇠䁤〲�� �⌠⌠ ���ȡ�� ⇠�ȣ ȡ⇠ȡ⇠⌠�ȡ⌠� ��⇠� ⇠ȡ�⌠ –

(A) 䁥���ȡ� (B) ���⌠� (C)�⇠��⌠� (D)�e�e�
Ans : (D)

57.�� �Ȳ� ⇠ȡ�� ⇠ ��� �⇠� ��� �ȡ�⇠㔴 ȡ⇠�ȡn� �� �㜶⇠�e ,  ȡ⇠�ȡ�⌠ –

(A) �Ȳ䁥��〲�ȡȲ (B)�⌠ (C) ȡ⌠����Ȳ (D) ���@ ȡ⇠�賀 ��⇠
Ans : (D)

58.  ��n ⇠� n ⇠�ȡ�⌠�� ���㜶 香�ȡ� ⇠ ��� �e� ⇠�〲�㜶 �⇠� ȡ��⇠� �ȡ�ȡ⇠ȡ���  �⌠⇠ � ��⌠ȣ��ȡ⇠ȡ���

⌠〲 �ȡ���쳌 ⇠ȡ⇠⇠�〲��쳌 ⇠� �n ȡ ⇠� �e?

(A) �e⇠� (B) ����䁥� (C) �⌠䁥�ȡ⌠� �ȡ ȡ⌠�� (D) �����
Ans : (A)

59. 䁥���ȡ� ⇠⌠ ⸹�㜶 㜶 ��� �@��⌠ 㜶 ���쳌 ⇠� 䁥��� ⇠��ȡ⇠ȡ��� ��⇠� �@ ȡ�⇠ ⇠ ��� �⇠ � ⇠ �e?

(A)��� �Ȳ�ȡ䁥��@� (B)��� ⇠�香�⇠� (C)��� ��Ȳ⇠� (D) ���@ ȡ⇠�賀 ��⇠
Ans : (A)

60. �Ȳ䁥⇠⇠� �e⇠쳌 �� ȡn��쳌 �@�ȣ��ȡ� ��� n ⇠��㜶 �e–
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(A) �e�⇠⇠� (B)����e��⇠� (C)�e��⇠� (D) �����⇠�
Ans : (B)

61. �⌠ �n ȡ� ⇠㔴�㜶� ⇠� �� �⇠�� �ȡ�@�ȡ�� �@�䁥ȡ�� ⇠��ȡ⇠ȡ��� ��⇠⇠ ⇠�� �� � ��⇠� ⇠� �⇠⇠ ⇠�� ����?

(A) ��Ȳ�, �ȡ䁥� 䁥�e�� (B) ��Ȳ�, �ȡ䁥� (C) ��Ȳ�,⇠��㜶 (D)���,⇠��㜶
Ans : (C)

62. ��⇠� �@ ȡ⇠⌠� –  �Ȳ㔴ȡ� �e, ���ȡ� ��⇠?

(A) �n ȡ� (B) 香�⇠�� ��� (C)���ȡ��⇠� � 䁥�� (D)⇠⇠��� 〲���
Ans : (D)

63. ȡ�ȡn�ȡȲ �ȡn䁥� ⇠� �㜶 ⇠e香��� �ȡ� 㔴�@�ȡ⌠� ⇠��ȡ⇠ȡ��� , �ȡ⌠� ⇠ȡ ��� �⇠⇠ ⇠� ��� �⇠ ȡ�⇠⇠ ⇠�@–

(A) UPPERCASE (B) UPPER ALL (C) Caps Lock (D)��⇠ ���
Ans : (A)

64. �Ȳ〲�ȡ�� –Ȳ㜶 �Ȳ⌠�ȡ�� ⇠ �⌠ �� �e–

(A)�Ȳȡ� (B)���� (C) �ȡ�⇠㔴� (D)⇠�ȡn��
Ans : (A)

65. �⇠�ȡ�⇠����� ȡ�⇠ �ȡ���� �� �e?
(A) 128 (B) 1024 (C) 256 (D) 512
Ans : (B)

66. �〲� ���⸹ �⇠ ȡ⇠�ȡ�⌠ ?

(A) ��ȡn����⇠ �ȡ� ⇠� (B) ȡ⌠�� ��� ⇠� (C) �⌠���ȡ� ⇠� (D) �ȡ �� ⇠�
Ans : (C)

67. �n ȡ� �@, ��n� ȡ� ⇠ ⇠⌠�ȡ⌠� �⇠ �@�Ȳ䁥䁤�ȡ�� �e

(A)�⌠�� �� (B) ��〲 �� (C) �䁥⇠ �� (D)��〲㔴� ��
Ans : (D)

68. 香⇠Ȳ�� ME�@, ME ȡn ��⌠ �� �e?
(A) Millennium (B) Micro-Expert (C) Macro-Expert (D) Multi-Expert
Ans : (A)
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69. ��⇠� �@ ȡ � ȡȡ� , � ȡ� �� � ȡ��⇠� ⇠⇠䁤〲�� ⇠⌠�  �e?

(A) ����⌠⇠ (B) � 㔴�� ⇠⇠䁤〲�� (C)�e��� (D) ⌠�� ⇠⇠䁤〲��
Ans : (D)

70. HTML Ȳ�n⌠�@� ���ȡ⇠ȡ��� ��⇠� �@ ȡ�⇠ ⇠⌠ �⌠� ��㜶 �e?

(A) ��� (B) �⇠���ȡ� (C) �ȡn䁥� ��Ȳ�� (D) �㔴�⇠���
Ans : (C)

71.⇠⇠䁤〲�� �⇠ �ȡ�� ���� ⇠ȡ��� 㜶�ȡ�⇠ � ⇠ȡ �� �e?

(A) BASIC �⌠�ȡ� (B) � ȡ⇠�� �⌠�ȡ� (C) �賀 �ȡ� �⌠�ȡ� (D)��㜶� �⌠�ȡ�
Ans : (D)

72. �n ȡ� �@��⌠ 㜶 ⇠㔴�㜶�쳌 ⇠� �ȡn� ⇠��ȡ⇠ȡ��� �㜶� �e� ⇠� �⇠⇠ ⇠�ȡ � ��⇠� ⇠⌠⇠�㜶 ⇠ ��� �㜶 �⇠ ��

����?

(A) ���� (B)�� (C)⇠⇠��� (D) �⌠ �㔴
Ans : (A)

73. ��⇠� �@ ȡ⇠⌠� –  � 䁥�� 〲��� ⇠ �� �e?

(A)������ (B) CPU (C) CD-ROM (D) ����㜶 �Ȳ䁥⇠
Ans : (B)

74. ���ȡ ȡ�� ⇠⇠䁤〲�� ⇠� �䁥��㔴⇠��ȡ⇠� n ⇠�ȡ�⌠ ?

(A)��⇠� �� (B)⇠�Ȳ �〲��⇠� (C) �� Ȳ� (D) �㔴�〲��⇠�
Ans : (D)

75.  ��� ⇠� n ⇠�ȡ�⌠�� 賀�ȡ� ȡ�⌠㜶 ��㜶 �e�� 賀�ȡ� �䁤 ⇠��ȡ�ȡ⇠� �ȡ� �㜶 �e?

(A) ��ȡn�� (B) ��⌠Ȳȡ� (C) �Ȳ–�� (D)��e��@�
Ans : (D)

76. �⇠���ȡ� �� 㔴� ȡ �〲� �䁤 ⇠��ȡ⇠ȡ⇠⇠䁤〲�� ⇠ȡ�� e ⇠ �⸹㔴��⇠� �@ ȡ⇠⌠� –  �e?

(A)���⌠��⇠� (B) Ȳ����Ȳ⇠� (C) ���⌠��⇠� (D)�����Ȳ⇠�
Ans : (B)
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77. �⌠䁥�n��쳌 ⇠ȡ �〲� ⇠� n ⇠�ȡ�⌠�� ⇠⇠䁤〲�� ⇠� � �e�⇠ n ⇠�� �e?

(A)�ȡ⌠�� (B) �⌠䁥�n�� (C)⇠⇠���� (D) ����
Ans : (D)

78. � ȡ⇠�� �⌠�ȡ� n �e?

(A)��㜶� �⌠�ȡ� (B) �賀–�ȡ� �����⇠� �⌠�ȡ� (C)��–�ȡ� �����⇠� �⌠�ȡ� (D)⇠⇠䁤〲�� � ȡ⇠�� ⇠��ȡ⇠ȡ��� �⌠�ȡ�
Ans : (C)


