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ekbØkslkW¶V vkWfQl  

1- fizaV ds fy, dkSulk esuw flysDV fd;k tkrk       
gS \     
¼v½ ,fMV    ¼c½ Lis”ky     
¼l½ Qkby     ¼n½ VwYl            
mÙkj % ¼l½ SBI 2008  

2- iz;ksäk nLrkost dks tks uke nsrk gS mls-------------- 
dgrs gSa&     
¼v½ Qkby use    ¼c½ izksxzke    
¼l½ fjdkMZ      ¼n½ MkVk             
mÙkj % ¼v½ SBI 2008 

3- dV] dkWih vkSj isLV djus ds fy, dkSulk esuw 
flysDV fd;k tkrk gS \\     
¼v½ Qkby use     ¼c½ VwYl     
¼l½ Lis”ky    ¼n½ ,fMV           
mÙkj % ¼n½ IBPS Clerk 2011  

4- fjysVsM Qkbyksa ds dysD”ku dks-----------------------dgk 
tkrk gSA     
¼v½ djSDVj   ¼c½ fQYM      
¼l½ MkVkcsl      ¼n½ fjdkMZ            
mÙkj % ¼l½  

5- fo|eku MkWD;wesaV dks ifjofrZr djuk MkWD;wesaV 
dh------------------------dgykrk gSA     
¼v½ fØ,fVax     ¼c½ ,fMfVax     
¼l½ eksMhQkbax     ¼n½ ,M~tsfLVax             
mÙkj % ¼c½  

6- oMZ esa VsDLV dh QkesZafVax djrs le; fdl 
xqzfiax esa dke fd;k tkrk gS \    
¼v½ VscYl] izksxzkEl vkSj bUMsDlst 
¼c½ iSjkxzk¶l vkSj bUMsDlst     
¼l½ djSDVlZ vkSj iSjkxzk¶l  
¼n½ buesa ls dksbZ ugha            
mÙkj % ¼v½  

7- ,Dlsy esa ,fDVo lsy ds dUVsaV~l dks dkSu 
fMlIys djrk gS \    
¼v½ use ckWDl    ¼c½ jks gsfMaXl     
¼l½ QkeZwyk ckj  ¼n½ buesa ls dksbZ ugha           
mÙkj % ¼l½ IBPS Clerk 2011  

8- u;s uke lfgr ;k u;s yksds”ku ij fdlh 
fo|eku Qkby dks lso djus ds fy, vkidks 
fdl dekaM dk iz;ksx djuk pkfg, \   
¼v½ lso   ¼c½ lso ,.M fjIysl     
¼l½ lso ,t     ¼n½ U;w Qkby           
mÙkj % ¼l½  
 
 

9- lexz MkWD;wesaV flysDV djus ds fy, 
fuEufyf[kr esa ls fdls iz;qä fd;k tk ldrk   
gS \      
¼v½ CTRL+A    ¼c½ ALT+F5     
¼l½ SHIFT+A     ¼n½ CTRL+K            
mÙkj % ¼v½ IBPS Clerk 2011 

10- ekbØkslkW¶V vkWfQl ,Dlsy MkWD;wesaV esa ls 
izR;sd lsy vius ,Mªsl ls jSQj fd;k tkrk gS] 
tks gS&       
¼v½ lsy dk dkWye yscy  
¼c½ lsy dk dkWye yscy vkSj odZ”khV VSc uke     
¼l½ lsy dk jks yscy  
¼n½ lsy dk jks vkSj dkWye yscy            
mÙkj % ¼n½  

11- fjys”ku MkVkscsl esa] ;g ,d MkVk LVªDpj gS] tks 
,d flaxy VkWfid lEcU/kh bUQkWesZ”ku dks jkst 
¼Rows½ vkSj dkWyeksa ¼Colums½ esa vkxsZukbt 
djrk gS&     
¼v½ CykWd    ¼c½ fjdkMZ      
¼l½ V~;qiy    ¼n½ Vscy             
mÙkj % ¼n½  

12- ekbØkslkW¶V vkWfQl ,Dlsy MkWD;wesaV esa lsy 
,Mªsl esa D;k gksrk gS \    
¼v½ dkWye dk uke  
¼c½ jks dk uke    
¼l½ igys jks fQj dkWye dk uke  
¼n½ igys dkWye fQj jks dk uke            
mÙkj % ¼n½  

13- fdl dekaM dh lgk;rk ls ge fdlh nLrkost 
dks cpk ldrs gSa \     
¼v½ Ctrl + S    ¼c½ Ctrl + X    
¼l½ Ctrl + A     ¼n½ Ctrl + F            
mÙkj % ¼v½  

14- foaMkst vk/kkfjr ilZuy dEI;wVj ij dkSulk 
iSdst MkVkcsl ds :i esa vf/kd ik;k tkrk gS \      
¼v½ ,e-,l- ,Dlsy  ¼c½ oMZ LVkj    
¼l½ yksVl     ¼n½ osapqjk             
mÙkj % ¼v½ 

15- fdlh MkVkcsl ds MkVk Qkbyksa dh lwph dks D;k 
dgk tkrk gS \     
¼v½ MkVk Mk;jh   ¼c½ MkVk dksp     
¼l½ MkVk fMLd     ¼n½ MkVk fMD’kujh            
mÙkj % ¼n½ 

16- ,Dlsy odZcqd laxzg gS&      
¼v½ pkVZ     ¼c½ oMZ cqd    
¼l½ odZ”khV      ¼n½ buesa ls dksbZ ugha         
mÙkj % ¼l½ 
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17- fuEufyf[kr esa ls dkSulk ,Iyhds”ku lkW¶Vos;j 
,e-,l- vkWfQl ds varxZr ugha vkrk gS \     
¼v½ oMZ     ¼c½ ikoj IokbaV     
¼l½ ,Dlsy      ¼n½ byLVªsVj            
mÙkj % ¼n½ 

18- ,e-,l- ,Dlsy D;k gS \     
¼v½ foaMks ij vk/kkfjr izkslslj iSdst  
¼c½ foaMks ij vk/kkfjr LizsM'khV iSdst     
¼l½ MkWl ij vk/kkfjr LizsM”khV iSdst 
¼n½ MkWl ij vk/kkfjr izkslslj iSdst             
mÙkj % ¼c½ IBPS Clerk 2011 

19- dEI;wVj esa lafpr Qkbyksa ds lewg dks D;k dgk 
tkrk gS \     
¼v½ fMD”kujh    ¼c½ baMsDl     
¼l½ lwph     ¼n½ Mk;jsDVjh           
mÙkj % ¼n½ IBPS Clerk 2011 

20- LizsM”khV esa MkVk dSls vkWxZukbt gksrk gS \     
¼v½ ykbUl ,.M Lislst  
¼c½ ys;lZ ,.M IysUl    
¼l½ gkbZV ,.M foM~Fk  
¼n½ jkst ,.M dkWyEl            
mÙkj % ¼n½ IBPS Clerk 2011 

21- oMZ izkslsLV MkWD;wesaV fØ,V djrs le;] bl 
pj.k esa ;wtj LØhu vkSj fizUVsM QkWeZ nksuksa esa 
ist ij fn[krs oM~Zl psat djrk gS \     
¼v½ ,fMfVax VsDLV    ¼c½ izwfQax MkWD;wesaV   
¼l½ QkWesZfVax VsDLV   ¼n½ buesa ls dksbZ ugha            
mÙkj % ¼v½ 

22- fdldk laca/k VsDLV dh QkWesZfVax ls ugha gS \     
¼v½ ykbu Lisflax    ¼c½ VsDLV Lisflax    
¼l½ ekftZu psat     ¼n½ lfpZax             
mÙkj % ¼n½ 

23- ,e-,l- oMZ esa Lisfyax dks lgh djus ds fy, 
fdl izksxzke dk mi;ksx gksrk gS \     
¼v½ Lisyizks    ¼c½ Lisy psd    
¼l½ vkmVyqd ,Dlizsl ¼n½ mi;qZä lHkh           
mÙkj % ¼c½ 

24- LizsM”khV izksxzke esa-----------------------laca/kh odZ”khV vkSj 
MkWD;wesaV gksrs gSaA      
¼v½ odZcqd     ¼c½ dkWye    
¼l½ lsy      ¼n½ QkeZwyk            
mÙkj % ¼v½ SBI 2009 

25- MkWD;wesaV fØ,V djus ds fy, vki Qkby esuw 
ij-----------------dekaM dk iz;ksx djrs gSaA      
¼v½ vksiu     ¼c½ Dykst     
¼l½ U;w      ¼n½ lso             
mÙkj % ¼l½ SBI 2009 

26- -------------------ds iz;ksx ls vki ,e-,l- oMZ vkjaHk 
dj ldrs gSaA      
¼v½ U;w     ¼c½ LVkVZ     
¼l½ izksxzke      ¼n½ daVªksy iSuy            
mÙkj % ¼c½  

27- Qkby ,DLVsa”ku fdlfy, bLrseky gksrs gSa \     
¼v½ Qkby dks uke nsus ds fy,  
¼c½ Qkby dks vkbMsafVQkbZ djus ds fy,   
¼l½ ;g lqfuf”pr djus ds fy, Qkby dk uke 
xqe u gks tk;s  
¼n½ Qkby Vkbi dks vkbMsafVQkbZ djus ds fy,            
mÙkj % ¼n½ SBI 2009 

28- oMZ MkWD;wesaV dk fMQkYV Qkby ,DlVsa”ku D;k 
gS \     
¼v½ TXT     ¼c½ WRD    
¼l½ FIL     ¼n½ DOC             
mÙkj % ¼n½ SBI 2009 

29- fdlh dkWye esa VsDLV izk;%----------------------------vykbu 
¼Align½ gksrs gSaA      
¼v½ ys¶V     ¼c½ jkbV   
¼l½ lsUVj      ¼n½ tfLVQkbM            
mÙkj % ¼v½ SBI 2009 

30- ,Dlsy esa fdl fodYi ds iz;ksx ls pkVZ cuk, 
tk ldrs gSa \     
¼v½ pkVZ fotkMZ  ¼c½ fioV Vscy   
¼l½ ikbZ pkVZ     ¼n½ ckj pkVZ              
mÙkj % ¼v½ SBI 2009 

31- ckbZ fMQkWYM MkWD;wesaV------------eksM esa fizaV gksrk gSA      
¼v½ ySaMLdsi  ¼c½ iksVªsZV  
¼l½ ist lsV vi     ¼n½ fiazV O;w             
mÙkj % ¼c½  

32- oMZ izkslsflax izksxzkeksa ls fdl izdkj dh Qkby 
cukbZ tk ldrh gS \     
¼v½ MkVkcsl Qkby  ¼c½ LVksjst Qkby  
¼l½ odZ”khV Qkby   ¼n½ MkWD;wesaV Qkby             
mÙkj % ¼n½  

33- iz;ksä MkWD;wesaV dks tks uke nsrk gS] mls D;k 
dgrs gSa \     
¼v½ Qkby use  ¼c½ izksxzke   
¼l½ fjdkMZ     ¼n½ MkVk              
mÙkj % ¼v½ SBI Clerk 2010 

34- -----------------,d fo”kss"k fotqvy vkSj vkWfM;ks bQsDV 
gS tks ikWoj ikWbZaV esa VsDLV ;k daVsaV dks ,IykbZ 
fd;k tkrk gSA      
¼v½ ,fues”ku     ¼c½ ¶yS”k     
¼l½ okbi      ¼n½ MhtksYo             
mÙkj % ¼v½ IBPS PO 2011 



 

 

www.rajstudents.com/dEI;wVj foKku@3 
 

www.rajstudents.com          
dEI;wVj foKku  

35- ekStwnk MkWD;wesaV dks fHké uke ls lso djuk gks 
rks D;k djuk gksrk gS \     
¼v½ MkWD;wesaV dks fQj ls Vkbi djsa vkSj fHké 
uke nsa  
¼c½ lso ,t dekaM dk iz;ksx djsa   
¼l½ ewy MkWD;wesaV dks u, MkWD;wesaV esa dkWih o 
isLV djsa vkSj fQj lso djsa  
¼n½ buesa ls dksbZ ugha              
mÙkj % ¼c½ IBPS Clerk 2011 

36- tc vkidks dksbZ VsDLV ,d i`"B ls vyx i`"B 
ij ys tkuk gks rks lcls vPNk rjhdk gS&     
¼v½ MªSx vkSj MªkWi djks  
¼c½ dV vkSj isLV djks   
¼l½ fMyhV vkSj jh Vkbi djks  
¼n½ QkbaM vkSj fjIysl djks               
mÙkj % ¼c½ IBPS Clerk 2011 

37- ctV l`ftr fd;s tkus gsrq bLrseky fd;s tkus 
okys lkW¶Vos;j dks-----------------dgk tkrk gSA      
¼v½ oMZ izkslsflax lkW¶Vos;j  
¼c½ xzkfQd lkW¶Vos;j   
¼l½ ;wfVfyVh lkW¶Vos;j  
¼n½ LizsM”khV lkW¶Vos;j              
mÙkj % ¼n½ BOB 2011 

38- lsy esa ntZ fd;s x, vadksa vkSj lw=ksa@QkeZwyksa 
dks dgk tkrk gS&    
¼v½ ysoYl&lkslZ lkW¶Vos;j  
¼c½ vkafdr izfof"V;k¡@U;wesfjd ,aVªht  
¼l½ bUVjlsD”ku@Nsnu  
¼n½ VsDLV@ikB               
mÙkj % ¼c½  

39- ekbØkslkW¶V vkWfQl------------------------dk mnkgj.k gSA     
¼v½ Dykst&lkslZ lkW¶Vos;j  
¼c½ vksiu&lkslZ lkW¶Vos;j   
¼l½ f{kfrt lkekukarj ekdsZV lkW¶Vos;j  
¼n½ ofVZdy ekdsZV lkW¶Vos;j               
mÙkj % ¼l½  

40- vki------------------dk iz;ksx p;fur ikB@VsDLV dks 
dkWih djus vkSj-------------------nLrkost esa isLV djus 
gsrq gksrk gSA      
¼v½ CTRL + C, CTRL + V 

¼c½ CTRL + C, CTRL + P    
¼l½ CTRL + S, CTRL + S  
¼n½ CTRL + C, CTRL + Z               
mÙkj % ¼v½  
 
 
 

41- -----------------;wfuV ds :i esa lsOM bUQksesZ”ku dk 
dysD”ku gksrk gSA     
¼v½ QksYMj     ¼c½ Qkby     
¼l½ ikFk     ¼n½ Qkby ,DlVsa”ku           
mÙkj % ¼v½ 

42- odZ”khV dk csfld ;wfuV ftlesa vki ,Dlsl esa 
MkVk ,aVj djrs gSa mls----------------dgrs gSaA     
¼v½ VSc     ¼c½ lsy    
¼l½ ckWDl      ¼n½ jsat              
mÙkj % ¼c½ IBPS PO 2011 

43- ,Dlsy LizsM”khV dk ,DlVsa”ku gS&     
¼v½ .doc     ¼c½ .xls   
¼l½ .ppt      ¼n½ .exe             
mÙkj % ¼c½ IBPS PO 2011 

44- LizsM”khV esa ftl ikWbZaV ij dkWye vkSj jks 
baVjlsDV djrs gSa mls----------------dgrs gSaA     
¼v½ col row     ¼c½ daVsuj  
¼l½ box       ¼n½ Cell             
mÙkj % ¼c½ IBPS PO 2011 

45- odZ”khV ds------------------ofVZdyh ,ih;j gksrs gSa vkSj 
odZ”khV foaMks ds Åij v{kjksa }kjk vkbMsafVQkbZ 
gksrs gSaA      
¼v½ jks      ¼c½ lsy   
¼l½ dkWye      ¼n½ gsfMax              
mÙkj % ¼l½ IBPS PO 2011 

46- oMZ esa ;wtj }kjk lysDVsM VsDLV ds lsaVfjax ds 
fy, 'kkWVZdV dh D;k gS \     
¼v½ CTRL + A     ¼c½ CTRL + B   
¼l½ CTRL + C        ¼n½ CTRL + E              
mÙkj % ¼n½ IBPS PO 2011 

47- fuEufyf[kr esa ls dkSulk Word laca/kh in ugha 
gS \      
¼v½ fMyhV       ¼c½ ,fMfVax   
¼l½ dkWih      ¼n½ LykbM 'kks              
mÙkj % ¼n½ IBPS Clerk 2011 

48- ,Dlsy nLrkost-------------------uked Qkby ds :i esa 
LVksj fd;s tkrs gSaA       
¼v½ odZQkslZ       ¼c½ odZ’khV   
¼l½ odZVscYl       ¼n½ odZcqDl               
mÙkj % ¼n½ IBPS Clerk 2011 

49- oMZ MkWD;wesaV esa fdu 'kCnksa dks jaxhu fMLIys 
fd;k tkrk gS \A      
¼v½ dscy VkbVy      
¼c½ lHkh 'kCn] fdarq dyj fiazVj t:jh gS   
¼l½ lHkh 'kCn  
¼n½ buesa ls dksbZ ugha               
mÙkj % ¼l½ IBPS Clerk 2011 
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50- oMZ esa vykbuesaV vkSj QksaV lkbt ds fy, 
dkSulk Vwyckj fMLIys djrk gS \      
¼v½ QkesZafVax Vwyckj   ¼c½ LVS.MMZ Vwyckj   
¼l½ Mªkbax ckj     ¼n½ xzkfQDl Vwyckj               
mÙkj % ¼v½ IBPS Clerk 2011 

51- LizsM”khV~l laca/kh in fuEufyf[kr esa ls dkSulk 
ugha gS \      
¼v½ QkWewZyk      ¼c½ lsy   
¼l½ czkmtj      ¼n½ dSjsDVj              
mÙkj % ¼l½ IBPS Clerk 2011 

52- fuEu esa ls dkSulk dEI;wVj Qkbyksa ds ckjs esa 
lR; ugha gS \      
¼v½ os ,d LVksjst ek/;e ls lso fd;k x;k 
MkVk laxg gksrh gS  
¼c½ izR;sd Qkby dk ,d uke gksrk gS    
¼l½ iz;ksä bls cukus dh rkjh[k fufnZ"V djus ds 
fy, ,DVsa’ku nsrk gS  
¼n½ lkekU;r% Qkbyksa esa MkVk gksrk gS              
mÙkj % ¼l½ IBPS Clerk 2011 

53- oMZ MkWD;wesaV esa okD; ds fy, QkW.V dk pquko 
djuk gks rks&      
¼v½ QkesZV esuw esa QkW.V flysDV djsa  
¼c½ ,fMV esuw esa QkW.V flysDV djsa   
¼l½ VwYl esuw esa QkW.V flysDV djsa  
¼n½ bUlVZ esuw esa QkW.V flysDV djsa              
mÙkj % ¼v½ IBPS Clerk 2011 

54- ,Dlsy og izksxzke gS ftldk iz;ksx--------------rS;kj 
djus ds fy, fd;k tkrk gSA      
¼v½ MkVkcsl      ¼c½ VsDLV MkWD;wesaV    
¼l½ LizsM’khV     ¼n½ LykbM izstsaVs’ku             
mÙkj % ¼l½ IBPS Clerk 2011 

55- cuk fy;s x;s MkWD;wesaV dks ,fMV djus dk vFkZ 
gS&      
¼v½ bls lso djuk    ¼c½ bls fizaV djuk   
¼l½ bls LdSu djuk  ¼n½ bls djsDV djuk             
mÙkj % ¼n½ IBPS Clerk 2011 

56- ,Dlsy esa lsy dh igpku fuEu esa ls dkSu djrk 
gS \      
¼v½ QkWewZyk      ¼c½ uke    
¼l½ yscy      ¼n½ ,Mªsl              
mÙkj % ¼n½ IBPS Clerk 2011 

57- oMZ esa fdlh 'kCn ij------------fDyd fd;k tk, rks 
og lysDVj gks tkrk gSA      
¼v½ ,d ckj       ¼c½ nks ckj   
¼l½ rhu ckj     ¼n½ buesa ls dskbZ ugha             
mÙkj % ¼c½ IBPS Clerk 2011 
 

58- oMZ esa fjIysl vkWI”ku--------------------ij miyC/k gSA       
¼v½ Qkby esuw      ¼c½ O;w esuw   
¼l½ ,fMV esuw    ¼n½ QkesZV esuw              
mÙkj % ¼l½ IBPS Clerk 2011 

59- oMZ esa vius fiNys ,D”ku dks fjolZ djus ds 
fy,&     
¼v½ dV dekaM dk iz;ksx djsa  
¼c½ vu&Mw dekaM dk iz;ksx djsa   
¼l½ fMyhV dks izsl djsa  
¼n½ buesa ls dksbZ ugha              
mÙkj % ¼c½ IBPS Clerk 2011 

60- VsDLV esa vkidh iksth”ku dkSu fn[kkrk gS \      
¼v½ fCyadj     ¼c½ dlZj   
¼l½ dkWtj      ¼n½ IokbaVj             
mÙkj % ¼c½ IBPS Clerk 2011 

61- ;fn vki---------------pkgrs gSa rks fizaV izhO;w mi;ksxh 
gksrk gSA       
¼v½ MkWD;esaV dks dyj djuk 
¼c½ MkWD;wesaV dks lso djuk   
¼l½ MkWD;wesaV dks fMyhV djuk  
¼n½ fizaV gksus ij MkWD;wesaV dSlk fn[ksxk] ;g 
ns[kuk              
mÙkj % ¼n½ IBPS Clerk 2011 

62- ekbØkslkW¶V vkWfQl ,dlsy MkWD;wesaV esa izR;sd 
lsy dks blds lsy ,Mªsl ls tkuk tkrk gS rks            
-------------------gksrk gSA       
¼v½ lsy dk dkWye yscy  
¼c½ lsy dk dkWye yscy vkSj odZ’khV VSc uke    
¼l½ lsy dk jks yscy  
¼n½ lsy dk jks vkSj dkWye yscy               
mÙkj % ¼n½ IBPS Clerk 2011 

63- vksiu] fizaV vkSj lso lHkh cVu------------ij fLFkr 
gSaA      
¼v½ LVsV~l ckj     ¼c½ QkesZfVax Vwy ckj    
¼l½ LVS.MMZ Vwy ckj  ¼n½ VkbVy ckj              
mÙkj % ¼l½ IBPS Clerk 2011 

64- ekbØkslkW¶V vkWfQl oMZ MkWD;wesaV dk uke-------------
vkSj VkLd ckj nksuksa esa fMLIys gksrk gSA       
¼v½ esuw ckj      ¼c½ VkLd ckj   
¼l½ QkesZfVax Vwy ckj  ¼n½ VkbVy ckj               
mÙkj % ¼n½ IBPS Clerk 2011 

65- .xls ,DLVsa”ku dk iz;ksx---------------------Qkbyksa ds 
fy, fd;k tkrk gSA      
¼v½ foaMkst       ¼c½ ,Dlsl    
¼l½ ikWoj ikWbaV     ¼n½ ,Dlsy              
mÙkj % ¼n½ IBPS Clerk 2011 
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66- tc vki oMZ vkjEHk djrs gSa] rks fn[kus okyk 
u;k MkWD;wesaV------------------ij vk/kkfjr gksrk gSA      
¼v½ u, MkWD;wesaV VsEiysV  
¼c½ CySd MkWD;wesaV VsEiysV   
¼l½ tujy VsEiysV  
¼n½ ySVj VsEiysV              
mÙkj % ¼c½ IBPS Clerk 2011 
 

 


