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1 __ is the brain of the computer.

&g # AT g

A Desktop 3FHelq

B Window fdsr

C Central Processing unit (CPU) Seca Siafder gfac
(@)

D Keyboard #H&rs

Answer: C

2 allows the user to input letters, numbers
and other symbols into a computer.
ST T FoeT o R, TEmt iR
el T gAYE FE BT AT & B
A Mouse A3H
B Keyboard $&s
C Desktop 3¥helq
D Digital Camera f3fateer FaRr

Answer: B

3 Which among the following is not an output
device?

et & @ Fia o Imseye Raww 7@ §2

A Monitor #Aifaex

B Speaker Td&HT

C Projector 9oieex

D Mouse HAB3H

Answer: D

4 In a computer, performs calculations and

takes all the decisions.

HIE #, LT AT § AR Fofr forofr e g
A CPU drdrg

B Monitor Hffelex

C Mouse #A3H

D Hard Disk 838 3%

Answer: A

5 Which key of the keyboard allows you to move to
the begining of the next line?

H1-aE 1 Pl Foll ITIH I G F e A
STer 7 I & 82

A Enter TX

Solutions and Explanation on
YouTube Channel

B Caps lock &cd die

C Numeric Keys =gaRe r
D Space ¥&

Answer: A

6 Starting a computer is also called as
Y Fgr AT B

HTIET YT HLA A
A Running e

B Scanning Tohfeiar
C Booting gféar

D Operating JTaXfear

Answer: C

7 Arrange the following in a sequence for connecting
a phone to the computer. BT T HTIeX F S5l &
fov fAFafaf@a = sa & cgafRyaa #il

a. Locate the phone folder on the computer and
transfer the files. HTYEX T Wil HIesT HT IaT of@NMT
AR wIge FUHERT H

b. Turn both your phone and computer on. 379st HisT
3R FER A F 3T A

c. Connect USB wire to your phone and the
computer. JUHST TR I 30 Bl AR FPeX &
FoAde

A ab,c

B c,a,b

C achb

D b,c,a

Answer: D

8 The serves as an interface between the
computer and the user.

_ HY 3R 3UAEEAT & & T Sk
& & H 1 AT gl

A Monitor Hifaex

B Operating System 3iTqXfear fATes
C Output Device 3i3eqc f3arsd
D Hardware grEaiX

Answer: B

u Open Mind Guruji
For More Updates


https://www.youtube.com/channel/UCn_aj5_jQMljFkinDY4nt8g

Employability Skills | TR Flerer @www.omgfreestudy.com
ITI 1st Year, For All Trade | Unit 3- IT Literacy | 3T$<r |1aaT (English+@<d))

9 Operating systems have a special language called

HRFET AecH f v [ ooy gl & o
el AT 8l

A Binary Language STSsI{I $T9T

B Access Code T&dd &I

C Linux Code foreaa @18

D Reboot Code Ree #I3

Answer: A

10 Microsoft Edge was introduced with Windows 10
and replaced as the default web browser.
HASHIEE Ul &t s 10 & @ry uer Far a=ar ar
kiicy FI Bhiee a9 FB3TN & &9 A gl fer
T AT

A Google 3aTel

B Internet Explorer 3e3sic TFHTART

C Safari IHRY

D Mozilla Firefox RIfSTeT BRR®BIFH

Answer: B

11 _ is the operating system of Apple.
_ e & AT Reed gl

A Linux foreted

B Windows a3t

C Mac OS #% 3Ntw

D Safari I®RT

Answer: C

12 Which among the following is the primary storage
devices?

fAraAfaf@a & @ sl a1 wrafAes HSRoT IudHor g7

A Hard disk g 3%

B Floppy Disk wlrdY f3&

C Memory Card HARY &S

D RAM & ROM ¥# 3R I

Answer: D

13 _ is also a form of data storage that cannot
be easily altered or reprogrammemed.

o7 3T RS & T ¥ ¢ O I ¥ aeger
1 GeT: WmH A€ fRar ST @bl g

Solutions and Explanation on
YouTube Channel

A RAM ¥H

B ROM JiH

C Memory Card ®ARY &1
D Hardware gT$aeR

Answer: B

14 Which among the following is not a tertiary
storage devices?

frafaf@a # & 9 gias HsRoT 3uaRT FAE 7
A Hard disk g8 3&F

B USB Drive Juddl grsq

C RAM &

D Memory Card #&ART FI5

Answer: C

15
mobile phones, digital cameras and MP3 players.
___ UH VRS f3aed ¢ Sder 3999 Alesd ®i,
fSfoca S 3R wAd3 R & fRar Sar gl

A Memory Card #FARY &1

B Hard disk g5 5%

C ROM I#H

D Optical Disc 3ifftead 3

Answer: A

is a storage device which is used in

16 Which shortcut is used to save a word file in MS-
Word?

MS-Word & & 98 wisel & A9 R & v g
Qe T JART fhar STar g2

A Ctrl + N

B Ctrl + B

CAlt+S

D Ctrl +S

Answer: D

17 is the deafult extension of MS word files.
UATH ds BISdl &l [Shice TFEET &l

A .dc

B .dec

C .docx

D .msdoc

Answer: C
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18 Which shortcut is used to open an existing file in
MS-Word?

MS-Word # fer #Hisfar wiser &1 @ielal & T forer
QIhe T 3YIRT fohar Srar 872

A Ctrl + N

B Alt + O

C Alt + Existing

D Ctrl + O

Answer: D

19 Arranging words or creating different styles of
word on MSWord is called as .

MSWord W 2[eal &l ediedd &l AT Qe HI TafdHest
At Fr e FEaTdT Bl

A Coloring @eTiar

B Modifying HATTSWHISaT

C Editing ufsféar

D Formatting wiaffear

Answer: D

20 In MS word to select the whole file which
shortcut combination is used?

TATE 95 H qU G5l B oA & v g Mcne
TSI T 39ATeT fohar Sirar g2

A Ctrl + A

B Ctrl + @

CCtrl +L

D Ctrl + D

Answer: A

21 Which among the following is not a command of
formatting toolbar?

T & @ i @1 WA TolaR HT HATS TG §7?

A Bold ses

B ltalic scforeh

C Font Colour Wiee T
D Cut &c

Answer: D

Solutions and Explanation on
YouTube Channel

22

and page number into a word file.

__ &9 T 39IET 91E, AH, A 3R IS AR HT a8
BT & 3leled & fow fRar ST §1

A Standard tab ¥vss &

B Formatting tab wisffear ¢a

C Insert tab 3@¢ &

D Review pane Y& &&

Answer: C

tab is used to insert charts, graphs, images

23 In MS word to close the document which shortcut
combination is used?

MS Word # Document &I §¢ &l & fow fhar elicehe
HISTeT I 39T fohar Srar &2

A Ctrl + B

B Shift + F4

C Alt + F4

D Ctrl + L

Answer: C

24 In MS Word, when you open a new blank

document the cursor appears on the corner
of the page.

MS Word #, I 319 U 3T ReFd gedast @reld ¢ dr
HET 55 A W @S & Bl

A Outside the page 9T & dT&<

B Middle of the page Yt &I HEY
C Top Left ef@ e

D Bottom Right sicH 8T

Answer: C

25
characters when used in combination with another.
_ 3UANThdl S gE & Y G H 39T fhw
M W HRHT HERT AT JUIT AT BT el &l g

A Shift RIge

B Backspace S&Edd

C Delete f3eile

D Tab <&

Answer: A

lets the user to type uppercase letters or
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26

the page.
ST AT & T PG T56 W TRET Fgl Gof

F T Bl

A Arrow dR

B Cursor X

C Hyphen gI3%hdl

D Hyperlink grewRfcis

Answer: B

indicates where one can enter text on

27

Leave letters, letters of application for jobs, resumes.
Teh SUANThcl & 3fefehel HiFeadX g foraehr

39T G 99, ARl & fou 3mdea g3, R &

IE HA & o fFar S g

A MS Excel THUH Tadd

B Notepad aAcis

C Wordpad gsts

D MS Word TATHE a3

Answer: D

is an user-friendly software used to create

28 Arrange the following in the right order of printing
a resume on MS Word. THTH a8 W RegH &I e
el & foT Arafaf@a S 8 w7 # Faityd #i|

a. Press Ctrl + P | Ctrl + P Press gag

b. Select the number of pages you want to print and
press the Print Tab. 3 gsal & H&AT I oo 39
e & TwEd § 3R fic &9 e

c. Open the document you want to print. dg g&draat
el o 3T e e a9 gl

A ab,c

B a,c,b

C c,ab

D b,a,c

Answer: C

29 Which shortcut key is used to underline the main
headings of your resume?

I Y & AET oH A X@ited aa & AT B
ATEHT ol T 3TN AT ST §7?

A Ctrl + U

B Ctrl + B

Solutions and Explanation on
YouTube Channel

CCtrl + L
D Ctrl + X
Answer: A

30 Which function key allows you to rename a file?
g HaleT & & T RET BISe AT 17 do Thd 87
A F1

B F2

C F3

D F4

Answer: B

31Find the missing word in the sequence, eIh A =
e reg I FT,

a. Click on Home Tab &/ & W Fas &L

b. Select group HHE 1 T I
c. Select Left Alignment STT TYGUT T T Y

A Font Wlec

B Clipboard fFages

C Paragraph Rmams

D Styles ¥crsel
Answer: C

32 is an electronic document in the form of
grid and is used for calculations. s & w0
# Uh eIl gEddel ¢ 3R 0 & forw 3ugr
fohar Sar |

A MS Word THATHE a3

B Spreadsheet Tos2fic

C Wordpad gsts

D Calculator &efseiel

Answer: B

33 Which among the following is not a component of
MS Excel worksheet?

frafaf@a & & Fia tATa veaa ahefiec 1 F e
el &7

A Column e

B Row

C Formula Bar ®is{em ar

D Paint Bar YT sR

Answer: D
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34 contains one or more worksheets.
# e a1 3% FRITES g g

A Workbook aehee

B Workfile aerwrser

C Address bar T3 R

D Document Sferg#e

Answer: A

35 Which among the follwing is a right cell address?

fArfaf@a # @ =i a1 | d gar g7

AF@
B a34
C G16
D 2B
Answer: C
36 Cell Adress is a combination of _ and
of the cell.
AT 3T AT & iR T Th AT 8l

A Row name and Column Number 9f#d &r a1 3R
HiclA FE&IAT

B Row and column width 9fFa 3ix st aiss

C Column Number and Row height e T&ar 3R

ufd TS

D Column Name and Row number &icid & a1 3R

Answer: D

37 Which shortcut combination prints the excel
sheet?

sl AT Alche I TFad 2fic &I e war g2
A Ctrl+shift+Print Scr

B Ctrl+P

C Alt+P

D Tab+P

Answer: B

Solutions and Explanation on
YouTube Channel

38 To enter any formula in excel which symbol is
used?

TR H T 8 ®iae A gor e & fav e Reg
T 9IeT fRaT STar g2

A ()

B ?

C#

D =

Answer: D

39
addition operation.
HaFeleT 3TNl I BT TR FA Hr
IegAfT & &
A addition()
B Sum()
C Sumif()
D Addall()
Answer: B

function allows the user to perform

40
worksheet looks when printed.
fasheq STANETehdl 1 Tg Siraer 1 3egaAfd adr
¢ & Afed g9 W ahelie Far fe@a gl
A Outlook 3fT3celeh
B Demo S&T
C Preview B<gla
D Print sheet ®e ofic
Answer: C

option allows the user to check how the

41 MS Excel workbooks by default are saved with

extension.

MS Excel HEIYRTHRT 8hice &9 & ___ TFHCd &
Y HESN ST &

A xlsx

B .xl

C .excel

D .msel

Answer: A
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42 To cut and paste content of a cell to another cell
which shortcut combination is used?

Teh @l &I HHIA & g8 T H Fiead AR I &
forT foFg Aicehe TSI 1 39T foRaT 1T §7

A Ctrl C & Ctrl P

B Cirl X & Ctrl V

CAlitC &ALtV

D Ctrl C & Ctrl P

Answer: B

43

networks.
HTYT Heaeh @ Teh TaRgedrdr Jourel gl

A Communication H§aR

B Broadband §fses

C Internet 3e3=ic

D Social Media &rerer #Hifsar

Answer: C

is a worldwide system of computer

44 A wireless technology that connects a laptop to
the internet is called .

Teh GRRAY deheileh Sl JUCIT T §elaic ¥ Ssdl &
ETCICIN

A Bluetooth se[cy

B WiFi arswrs

C Source Network @Id scas

D Desktop 3¥&heiq

Answer: B

45 Which among the follwing is not an Internet
browser?

fArAfaf@a & @ Sl TF AT 3R AR 8?2
A Google Chrome [Tl 1

B Mozilla Firefox FIfSelr WRRGIFT

C Internet Explorer 3cisic TaFATART

D Data Channel 3T deel

Answer: D

Solutions and Explanation on
YouTube Channel

46

will scan through thousands of websites
and webpages on the internet that collects and

displays the most relevant information.

Sclelc W goIRI dedrsel 3R dausit &
ATETH T Thel HWM S FaIH 3F YGRS SATABRT
THT AR wefid & gl
A Search Engine TJ gofeT
B Engine &aieT
C Search tab @eT &§
D Software @FeaIR

Answer: A

47
are looking for on the Internet.
W osg § S Se¥ele W EH o @eT W/ & 39
Gt H gART TErIaT A g
A Alphabets 3Tehlsc
B Keywords #$ras
C Browser 33T
D Names &TH

are words that help us find what we

Answer: B

48 Where do you type the address when you are
looking for a website? S« 39 dFHSC WieT Ig & ar
A Gmail sh#e

B Computer &egex

C Address bar 313@ sR

D Task Bar €i¥h X

Answer: C

49 Which among the following should be followed
while setting up a new password?

ST 9THas AT Ad JAT ferafaiad # & fraer arees
T e anfgu?

A Password should be your name 9THdsS 3MT9ehl =T
g aTfgT

B Passwords should be your phone number 9r@as
YA Bl AR gl AT

C Password must have only 5-6 letters Irqas #H del
5-6 378 gt AGT

u Open Mind Guruji
For More Updates


https://www.youtube.com/channel/UCn_aj5_jQMljFkinDY4nt8g

Employability Skills | TR Flerer @www.omgfreestudy.com
ITI 1st Year, For All Trade | Unit 3- IT Literacy | 3T$<r |1aaT (English+@<d))

D Password should be a combination of alphabets,

numbers and symbols UTHaS 37&RT, FEATHT 3R gt
HI FIISleT gleT AT
Answer: D

50 In Windows, you can lock your computer by
pressing combination keys.

fasier #, 3ma AT HISTIT Pl ST 3T
HTYET FI dlleh F Fhdl &

A Lock + Prt Scr

B Delete + Shift

C Ctrl + Shift + Del

D Space bar + Alt + F4

Answer: C

51
your computer and can prevent them from getting

deletes spyware programmes installed on

installed.
HIYeh &YX W TAMT TISAAX GHITH I gel
&ar ¢ 3R 3% TUIfRE g1 & U FehaTl ol
A Antispyware TEFAIAIR
B Virus ar—al#
C Software dAMFedIR
D Passwords 9ras
Answer: A

52 Which action should be avoided during online
transactions?

3TTATS A & GRS Pl T HRAS ¥ T ATRU?
A Using strong password Haled qrads &l 39AET T
B Clearing browsing history sT37Sier sfagra a1 aielr
C Sharing personal information sIfFderd =TT HTST
AT

D Using only secured sites adel FRI&TT AISel &I
39T FLAT

Answer: C

53 A website is secure if it has https as its prefix
and a locked symbol.

U dedIge T § Ife 38h 3UET & §T A hitps
IR = diw EGIC!

A Speaker TR

Solutions and Explanation on
YouTube Channel

B Padlock drelr
C Equal ®HTT
D Star ¥T&Rr
Answer: B

54

over internet.
SCeic W JATRA U Folaciiad TSl g

A Message T2l

B Chatbox Yedied

C E-Mail -8«

D Webpage d&dst

Answer: C

is an electronic message transmitted

55 is the mailing service run by Microsoft.
AIGHIETRE CaNT ATt AT FaT B

A G-Mail S-Ae

B Yahoo g

C Hotmail gleae

D Outlook 3T3Celh

Answer: D

56 In an E-Mail __ shows the topic of the
message.

AT A @ew & vy Rwrr #

A Attachments 31¢Tsie

B Subject Tawxr

C BCC &r&@rEr

D CC #r™iY

Answer: B

57 Which among the following allows the recipient to
see all the copied email contacts?

fArfaf@a & @ ia gredsdr &1 gt i fFe v
& Tt B ST B AR & 87

A BCC

B FCC

C CcC

D From

Answer: C
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58

document that you can send along with your email.
THh YR H BSd g, o Blel IT G&ddsl ford

3T 39 A & AT HT Tohd &l

A Virus ar—RdA

B Attachment 3ica#c

C Copy @it

D Recipient desk Wcdshdl 34

Answer: B

is a type of file, such as a photo or

59 While sending an Email to attach a photo or
document, which symbol need to be clicked?
BT AT TS Tolded el & [T SAA Aod THT,
fra gt W Feareh aXa & 3maeTgehar 82

A Equal to sRTsX

B Smiley TS

C Stapler 9ok

D Paper Clip 99X &Feq

Answer: D

60 The

sent to you.
Blest # 9 gA gl & ST @Ml o 39 S

gl

Teh IM3carad

A Outbox 3M3csiad

B Inbox SeTeierd

C Message &2l

D Trash ¢2r

Answer: B

folder holds emails that people have

61 The

useful.
Wost # O A gid § St Ul w8 &

qhd &

A Outbox 3T3edied

B Trash ¢or

C Spam &H

D Sent ¥c

Answer: C

folder holds emails that may not be

Solutions and Explanation on
YouTube Channel

62 Which among the following is an example of a
strong password?

fArafaf@a # @ &l v AT qHaS FT 3T §7?
A mycomputer

B lloveindia

C abcd1234

D @35dof#tsecure

Answer: D

63
access your accounts.
Teh AT HIS § ST hdol AR 39 Wil dh
qgael @1 AT gar gl
A Password 9r&ds
B Mobile phone HAESe Hiset
C Email s8d
D Alarm 37elre

Answer: A

is a secret code that allows only YOU to

64 Never send a reply to email.

Fofr ofr SHA FT 3cal o Al
A Inbox SsTeTeT

B Trusted Emails faeaasr saa

C Spam &H

D Long diar

Answer: C

65 Learning using a mobile is called
HAIEST T 3UANT Fh TIGell

A Digital Learning 3fSicer afetar

B Offline learning 3fThelssT wfetar

C Self Learning @iew afetar

D Adult Learning USee offeidr
Answer: A

FHgelrdl gl

66

that can be downloded from playstore or appstore.
A AR W B, AFRT AFCI eI &

ol e AT V&R & S3ds fRar ST dehar &1

A Internet Se3=ie

B Spreadsheet Tosefic

C Mobile Applications AIETSe TCallhelel

are generally small, individual software
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D TV Shows didr o
Answer: C

67 Which among the following is not an Online
payment application?

fAeAfafd & @ &l T iieTeligeT T Tdest g0
g?

A Google Pay aTel &

B BHIM UPI & gdi3ms

C Banking Applications &féhar 3reysrater

D Instagram SECEITA
Answer: D

68
one place to another.
Tsh T A GEY T T AN Giold & o
9 & & 39T AT ST arell W9 gl
A Redbus yE&d
B Google Map rel HY
C Trek &
D Makemytrip A&aATSRET

Answer: B

is a widely used app to find routes from

69 In an Android phones, apps can be downloaded
through the .

Tges BT &, & HAEIH ¥ U S3dls fohu
ST E@hd Bl

A Play Store Tof TR

B BHIM UPI| & gdiams

C Webpage d&ust

D Google Pay @ETe &

Answer: A

70 Banking transactions are only possible between

dfFer SIS Fad & o g uHa gl

A E Mail accounts § &« @I

B Passcode verifyers GrEehs TcaATdeTehdT

C Verified phone numbers TR ®I sk

D Social Media accounts drerel HIfsar AFEcH
Answer: C

Solutions and Explanation on
YouTube Channel

71
that tranlsates the information into human readable

is an image that can be scanned instantly

form.
T Bfd ¢ S8 R &b har S ghar g S
I Y AT GoT §F F Harfed Fr g
A QR Code 3R HIs
B Photos d&dN
C Code reader &I {15
D Encrypter Taifshtex

Answer: A

72 Which among the following cannot be done
through BHIM UPI?

PR & § 7 o s & Ao § A8 R
ST HeheTl 672

A Requesting money from other verified user 3=
AT 39deTehcll & 98 1 3rer

B Scan and Pay using QR Codes ¥l &Y 3R QR
IS FHI ST FIeh I HY

C Sending money to other verified user 3= dcaTAd
3ARTRAT &I 5 AT

D Chat with all your friends 3ms F&fY al&al & a1y
dT

Answer: D

73 What is the minimum age to register as an
apprentice? 9fI&] & §9 H Glior & & faw
eIt g FT 82

A 10

B 14

C 18

D 21

Answer: B

74 The largest government agency that helps small
entrepreneurs is the -
I I8 TEN Tordr S B
CI

A Ministry of defence I8 HATT
B Entrepreneurship Unit 3afAar gfae

T &I Acg Xl &
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C MSME (Ministry of Micro, Small & Medium
Enterprises) THUAUAS (&H, oY 3R #ALIH 3c7A
AT

D Financial Agencies facdrar waifaar

Answer: C

75
the apprenticeship training.

fRIgIar gfetor & faw 3mdee ate &
nfaeRe dgase Bl

A www.|Tlapprenticeship.gov.in

is the official website to apply for

B www.skilltraining.com

C www.apprenticeshipindia.gov.in
D www.msme.com

Answer: C

76 Which of the following document is not required
as a soft copy while applying for apprenticeship?
RIGAT & AT e S T AR § F e
T GEATAST AIUC HIAT & T H HGTF gl g2

A Technical education certificates deeirehl AT JHTOT
qT

B Aadhar Card 3TYR &S

C Bank Passbook & daraesh

D Blood group certificate efs Jq HfEfthehe

Answer: D

77
for apprenticeship using the official website.

& T 3TN IEEAG BHET GaRrT RIS
JEATSC T 3GINT doh IRCHARNT & fow gofrentor
FT & forw T Srar gl
A Third party aggregator Jeiiar gaT wafiaex
B Candidate registration 3FHIGaR GollehioT
C ITI registration 3TSEI3TS GailehIoT
D Establishment Tm9«T
Answer: B

tab is used by ITI students to register

78 Which among the following is not provided in
bharat skill portal?

fArafaf@a & @ Fia 9Ra Flera dEaT #F v T6r
foram Srar &2

Solutions and Explanation on
YouTube Channel

A Question Bank 92T d&

B Course Videos &Ry difsar

C Study Materials 37€gJeT ATHIM

D ITI Exam Results 3mse3ms adierm aRome

Answer: D

79 Which among the following is a job search
website?

farafaf@a & & Fia el @ dsaEe 872

A www.naukri.com

B www.skilltraining.com

C www.bharatskills.com

D www.msme.com

Answer: A

80
opportunities.
sl & aEd & IR H S F AT vh wHg
aifafafer g
A Apprentice 3mifeq
B Job Search hackathon Siig T gl
C On job training sileRdr gferetor W
D Self Employment TR
Answer: B

is a group activity to learn about job

HIT T1E Y B & & H dAel

T ACE T TR & |
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