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SI. No. | Topic No. Of MCQ
1 Shortcut Key & Full Form 288
2 Internet and its Services 294
3 MS Excel 291
4 MS Word 379
5 MS PowerPoint 137
6 Computer Hardware & Software 226
7 Computer Memory 187
8 Miscellaneous 407
9 Data Communication and Networking 93
10 Operating System 99

11 Programming Concepts 49
12 Windows 33
13 Database Concepts 24
14 Computer Security 15
15 Basic & Introduction 55
Total 2,577
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All These Questions Have Been Updated To This E-Book

OSSSC Previous Year Questions (PYQ)

Sl. No. Exam Name Year

1 OSSSCRI 2015, 2021
2 OSSSC PEO & JA 2023

3 OSSSC CRE (ARI, AMIN, SFS, FG, EXCISE 2022

CONSTABLE)

4 OSSSC JUNIOR CLERK 2015, 2017, 2018
5 OSSSC LSl 2021

6 OSSSC ICDS Supervisor 2016

7 OSSSC Excise Constable 2014, 2019
8 OSSSC VAW 2016

9 OSSSC Jr. Stenographer 2015

10 OSSSC Laboratory Technician 2021

11 OSSSC MPHW 2023

12 OSSSC Nursing 2020, 2023
13 OSSSC SFS 2016

14 OSSSC Pharmacist 2020

15 OSSSC Radiographer 2020
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OSSC Previous Year Questions (PYQ)

Sl. No. | Exam Name Year

1 OSSC Assistant Sub-Inspector 2022

2 OSSC Accountant 2022

3 OSSC AMIN 2023 Pre & Mains
4 OSSC BSSO 2022 (All 18 Shifts)
5 OSSC CGL 2022 (All 18 Shifts) , 2023
6 OSSC CHSL 2023

7 OSSC CPGL 2023

8 OSSC CTS 2023

9 OSSC ESI 2023

10 OSSC GPEO 2015

11 OSSC Investigator 2022 (All 3 Shifts)
12 OSSC WEO 2022

13 OSSC JEA 2022 (All 16 Shifts)
14 OSSC Junior Assistant 2022 (All 10 Shifts)
15 OSSC Junior Clerk 2022

16 OSSC SCEW 2022 (All 5 Shifts)
17 OSSC SFS 2016

18 OSSC Specialist 2023

19 OSSC Stenographer 2023, 2024

20 OSSC Supply Inspector 2017

21 OSSC WEO 2022 (All 21 Shifts)
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Odisha Police & Defence Previous Year Questions (PYQ)
SI. No. | Exam Name Year
1 Odisha Battalion / OSAP 2017
2 Odisha Police Constable 2011, 2012, 2013, 2018,
2023
Odisha Fireman 2023
Odisha Jail Warder 2022 (All 18 Shifts)
5 OPRB Sl Police 2016, 2017, 2019, 2022
(All 11 Shifts), 2023
OSSC Excise Sl 2021 (All 9 Shifts), 2022
OSSC Traffic Constable 2022 (All 6 Shifts)
8 OSSC Traffic Sl 2022 (All 4 Shifts)

OPSC Previous Year Questions (PYQ)

Sl. No. | Exam Name Year

1 OPSC ASO 2014, 2015, 2019, 2022
2 OPSC OMAS 2019, 2023

3 OPSC OAS Only Odisha GK Taken

From All Previous Year
Preliminary Exams

4 OPSC Assistant Director Of Fatory & Boiler 2023 Pre (Only Odisha GK
Taken)

5 OPSC Asst Director Handicraft 2023 Pre (Only Odisha GK
Taken)

Odisha High Court Previous Year Questions (PYQ)

SI. No. | Exam Name Year
1 OHC ASO 2021, 2023, 2023 (ST
Special)

Odisha Forest Development Corporation Previous Year Questions (PYQ)
Sl. No. | Exam Name Year
1 OFDC Field Assistant 2021
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Odisha Teaching Exams Previous Year Questions (PYQ)

SI. No.

Exam Name

Year

CT

2018 (All 23 Shifts)

2019 (All 24 Shifts)

2020 (All 20 Shifts)

2023 (All 11 Shifts)

OTET

2022

w

JT

2023 (All 14 Shifts)

B.ED Entrance Exam

ARTS & SCIENCE

2018 (All 11 Shifts)

2019 (All 15 Shifts)

2020 (All 13 Shifts)

2021 (All 15 Shifts)

2022

2023

OSSTET (ARTS, CBZ & PCM)

2018, 2019, 2021 (1sY),
2021 (2n), 2022, 2024

RHT / High School Teacher

> RHT ARTS

2019

2021 (All 3 Shifts)

2022 (All 6 Shifts)

2023 Pre (All 3 Shifts)

2023 Mains

» RHT CBZ

2019

2021

2022 (All 3 Shifts)

2023 Pre (All 3 Shifts)

2023 Mains

» RHT PCM

2019 (All 2 Shifts)

2021 (All 2 Shifts)

2022 (All 4 Shifts)

2023 Pre (All 3 Shifts)

2023 Mains

OAVS

OAVS TGT ODIA

2018, 2019, 2021

OAVS TGT ENGLISH

2019

OAVS TGT SOCIAL STUDIES

2019, 2021, 2023

OAVS TGT SCIENCE

2019, 2021

OAVS TGT MATH

2019, 2023
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Topic Name- “ MS Word ”

1- What is MS Word?

IPNG Gle '8

[A] A big word

[B] A dictionary

[C] A word processor
[D] A computer name

[Odisha District Police Constable 2023]

Ans- C

MS Word, short for Microsoft Word, is a popular word processing software
developed and published by Microsoft Corporation. It is a part of the Microsoft
Office suite, which includes other popular software applications like Excel,
PowerPoint, and Outlook.

AIRERIAT, §IQ AN A°JY YOG €IE, IR 6AIRTS 98 JFARAE ATFTAQ Al
AIRERIAT, F6TI6ALR TR FRTR I9° GRIFEG | 2l AIREFIAT, ATA IR Q IR
21°8, 69R26Q AR 6RIRTY ATCAR 2IGERAR 699G Excel, PowerPoint
4g° Outlook 2egs|
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2- Word processing, Spreadsheet, and photo-editing are examples
of

- G 6g169Q°, 6903Q 9Q° TGI8 QA QLG

A. application software

B. system software

C. operating system software
D. platform software

[Odisha Jail Warder 2022]

Ans- A

Word processing, spreadsheet, and photo-editing are examples of software
applications

Word processing software like Microsoft Word, Google Docs, or LibreOffice
Writer is used for creating, editing, and formatting text-based documents such
as letters, reports, and resumes.

Spreadsheet software like Microsoft Excel, Google Sheets, or LibreOffice Calc
is used for organizing, analyzing, and manipulating data in the form of rows
and columns.

Photo-editing software like Adobe Photoshop, GIMP, or PaintShop Pro is used
for editing and manipulating digital images, including resizing, cropping,
adjusting color, and adding effects.
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@le 6g16Q3°, 690G I9° T6TI-IGE° 6208 ALY AIGERA] Q ARITAE

AIRECRIAT, €@, JIN @F, A MEFUTA AT AF ¢S 6gI6ATA° ATCIAR
2QQ, F6TIG IG° ARYET AR 6959 ARIAG 6L FAR, AR I TG
AR NS 99 |

AIRERIAL, 69M, JIM JQ A @)l AEQATA 2Im J A 69 I AYFEAQ AIG
4G° 29 AIRIREA G191 A°F0G, 6FTE 9S° AASIRG! AR MGGS 99 |

2ICRIQ FeQIA, FAURIAT, @Yl 6049 691 IR FEGI-9BG° ATCEAQ GHFIM
239GRa AHMAG! ¥e° JASIRG! AR MLYS T, 6JNY6R JAQRIR, TAR, QG
20T ARSI 9G° JAIe 6AIGS! 2BLS |

3- What will Shift + F7 do in a Word application?

- 9@ 4I% AIPeRAa6a AT + F7 @'4 209?

(A) Open the webpage
(B) Open the hyperlink
(C) Open the thesaurus
(D) Open the image
[OSSC BSSO 2022]

Ans- C
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In a Word application, pressing Shift + F7 will bring up the Thesaurus pane.
The Thesaurus is a tool in Microsoft Word that allows you to find synonyms
(words with similar meanings) and antonyms (words with opposite meanings)
for the selected word or phrase.

4R €0 2IGeaARER, F + F7 @Qem 6aad 697 2IFQ | 260 6208
AIREFIAT, GIFR IR QARG QITI AT CARS IR @Yl AN AR AR GR
(QAIR 218 &I §1R) e FenIFl (FAIG 28l JQI 9R) 6$IRANG 2AQAB & |

4- To create a newspaper-like layout in your Word document, you
need to choose option from the Layout tab.

209 96 99674 (Word document) 62 HRQRIG% @7 6R2IAG (layout)
gge @aQl AR A8 6RARAG IS (Layout tab) @ 2999 9
QQAQ! 2SS |

(A) Border

(B) Orientation

(C) Column

(D) Size

[OSSC RHT High School Teacher 2023]

Ans- C

The Columns option allows you to divide your document into multiple columns,
just like a newspaper. You can choose the number of columns you want, the width
of each column, and the spacing between columns.

29 GRg g Y@ HRARIde dA Idde @Q6rdq IR} IR FaB KAQIq
2906 A1 2194l @@"qm QA Q°HYI, 6@ A gD 9Q° A (A QINRUIF AR
@QQIA6
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5- How to go to Page number 345 in a MS-WORD document
containing 465 pages?

- 465 Q@I QT IENA-GIF GQETLER YT FQ 3459 AAQ D6Q?

A) Press Ctrl + F, then enter 345 and press enter
B) Press Ctrl+ R, then enter 345 and press enter
C) Press Alt+G, then enter 345 and press enter

D) Press Ctrl+G, then enter 345 and press enter

[OSSSC Junior Clerk 2018]

Ans-D

e Press the "Ctrl" + "G" keys on your keyboard to open the "Go To" dialog
box.

e In the "Go To" dialog box, type in "345" in the "Page" field and click on the
"Go To" button.

e MS Word will jump to page 345 in your document.

o 60l GPNAG G 6HIRRIQ AITTF RIERIFER "cort + "G" A @RI

o 66l " PNAG PR Al 6TGEQ 345+ TIAY AAG YR° 66l g TR GR
@eg |

o MsdIRAAIR G614 Y 345 6ORR|
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6- option enables you to add common text at the top of
all the pages in a Word document.

- Qg AT 99 ¢IQ 9PIEALER AL QIR F1F96Q ARIAE 69T
6QIGRIQ AV R6Q

(A) Footer
(B) Header
(C) Dropcap
(D) Wordwrap

[OSSC CGL Exam 2022]

Ans- B

A header is a section of a document that appears at the top of each page and
contains information such as page numbers, document title, author name,
company logo, and other relevant details.

TR 6208 I8 99674Q I8 ARI6 KTl gERiR JIIQ S1F6Q CQNIUN
q2J6Q 98I G, 9EFIL F1ER, ERYQ FIF, RHIGT CRIETI NK° ARUIRY IAFTR
Q€1 AR YeR! QL2 |
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7- Which key should be pressed to start a new paragraph in MS-
Word?

- IEINMQ-EIFER IR 9OF AIRIGIT 2IaR KRRl Ui 696 key ARIRRI AGR?

A) Down Cursor Key

B) Enter Key

C) Shift + Enter

D) Ctrl + Enter

[OSSSC Junior Clerk 2018]

Ans-B

Pressing the "Enter" key creates a new line and moves the cursor to the
beginning of the next line, effectively starting a new paragraph. This is the
standard way to create paragraphs in most word processing software, including
MS-Word.

"94Q" @1 QRIRQI Il IR GO 609 Q8 §9 ¥&° deq JaSRl JIGA JIeag
QIFIBAS FAULIN, JRAISFIRT QIFER U@ §oR AT QR I | IINA-GIS AETIS
2RRIE Gl 6916QT° ATEEARER ARG F2UR KRR N2 IR 7199 QL 26T
|

2

Join Us-



https://telegram.me/techofworld
https://youtube.com/techofworld
https://facebook.com/sujitkumarnaik123
https://play.google.com/store/apps/details?id=com.tech.edu
https://play.google.com/store/apps/details?id=com.tech.edu

6P6IQ AA8 GF AFQ g4 Q9 AR

WtsApp/Call- 8596976190
Download “Tech Of World” App

8- Which one of these does NOT belong to MS Office?

- FIOE FRIQ 68RG AN 2TAQ G6L?

A) PowerPoint

B) Excel

C) Word

D) Notepad

[OSSC Junior Assistant 2022 Exam]

Ans-D

Notepad is a basic text editor program that comes pre-installed on Windows
operating systems. It is a simple tool for creating and editing plain text files, but it
does not have the advanced formatting and layout options of the other programs
in MS Office, such as Word, Excel, and PowerPoint.

6RIQUIQ 62A8 9@ 6(1R 6999 IGTQ 6dIglel gl G6ai] AU6QG° dAe 6@ J-
AFRR 62IR2N| 9Ll AQ 6957 TIAR I8 9 AR AR IR AR AR, 7P
g6 MS 239 6@ &al QY 6gIgIFgEaa QRe TFIG° I9° ARG 498 A1,
6JUAE G, Y6 IS AIGIQAIE
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9- Which among the following is not a Video Conferencing Tool ?

- ARG RIQ 6RRT VPG RATEAF° gR G6L ?

A) Zoom Meetings

B) MS Teams

C) Google Meet

D) MS Outlook

[Odisha High School Teacher Exam 2022]

Ans-D

MS Outlook is an email and calendar management software developed by
Microsoft. It is used for sending and receiving emails, managing contacts and
calendars, and scheduling meetings.

MS Outlook 62Q8 FIRERIATL G SRFG 1@ REFIN IQ° QIERLR AR
ATLLEAIR | N2 QAR AOIRG! IS° JIg KG9, S 9G° QUEASA IARIRG! KRG
4@° 65099 A7 ARIQS IR IREE I
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10- The quickest and easiest way in Word, to locate a particular
word or phrase in a document is to use the command:

- 1@ GQEFILEQR IR GRR IR @Y AN TLF FARI AIR IRQ AQOIR 9S I9° AL
QdIY 62R8 QY RLIQ QAQ!:

A) Replace

B) Find

C) Lookup

D) Search

[OSSSC RI Exam 2021]

(
(
(
(

Ans- B

To use the "Find" command in Word, you can follow these steps:

e Open the Word document that you want to search.

e Press "Ctrl" + "F" on your keyboard to open the "Find and Replace" dialog box.
¢ In the "Find what" field, type the word or phrase that you want to search for.

¢ Click on the "Find Next" button to search for the first occurrence of the word or
phrase.

GIF6Q "ANNR" KCIY MALIQ FARIQ , AT 9T AL6FAYRR AGARE FAAR6ES:
« 2194 ANS FERUY FIFER! GIS PFYEAL 6SIRG |

« "QRIR 9G° QARIF" GG QY 6HIRRIY AT Y16RIG6Q "Ctrl" + "F" GQIg
« "@'¢ ARG RQG" 63969, AU AR FAAIG FILAYR FF Al AN TR QG|

¢ 99 @9 QINQ AT A9 ATIR AR "AQRA ARR" ITRER FR PG
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11- Which among the following print commands should be selected
to print first 5 pages of document:

- 996614 97 5 QU 2139 UIR FYRYS J9 SILIIQ 6990 FUe FAUTS
QRO

(A) Print All

(B) From_to_

(C) Page Setup

(D) Page Control

[OSSSC Combined Recruitment 2022]

Ans-B

The "Print All" command will print all pages of the document, while the "Page
Setup" command is used to adjust the page settings such as margins, orientation,
and size. The "Page Control" command is not a standard print command in
Word.

"de 2" 718 96r4Q AP JUIGER (94 KQQ, 69666R6R @ "gal 636"
QG AIRY, 3R64A] 9&° AR AR Ul 625°Q q 2GRS KA AL 9!
"8l FARE" AAIE GIP6R IR VLG T Q19 Q6L
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12- In print preview, which one of the below actions cannot be
performed?

- J& J946Q, AYRYS FAUYER FUIQ 6996 ARG 6QARAARR FIR?

A) Changing Margins

B) Change orientation of page
C) Zoom in and zoom out

D) Edit the document

[OSSC Junior Clerk 2022]

Ans-D

In print preview, you can perform the following actions:

A) Changing margins: You can adjust the margins of the document to
change the layout of the content on the page.

B) Change orientation of page: You can switch the orientation of the
page between portrait and landscape mode to change the page layout.
C) Zoom in and zoom out: You can zoom in or out to see a larger or
smaller preview of the page.

da deuea, 2198l FAnGe @AIgee AR @QAIAEE:

A) Q1G] 9RQRE RAQI: 2AE JUER VAR ARG AR @6QIQ
@Q674a TIEQ ACRE QA6

B) 991 63464QQ AAREe @ag: AT Ul 6AZIRAY JERRS @RQIq 6JI69T
G° QUILERD 6411 FIER JIIQ B4R JRRR AR

C) g€l 8] 99° §F 2IRG: A8 I 9@ 97 ¢ 6816 Jg4 6aYal AIR g9 A
@ql QI2I9Q YIRAIGER|
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13- How many ways you can save a document?
- 218 IR PQEFE] 606G QUINEQ ABL @QAIRE?

3
4
2
1

o0 >

[Odisha Police Sl 2022 Exam]

Ans- A

e By clicking File on the top left corner and then click save as after that
browse the location where exactly you want to save on your computer.

e By just pressing Ctrl + S and then browse the location where you want to
save.

e By pressing F12 and then browse the location where you want to save.

* QUQARQIT ERIEER TN @R A IG° GIUER 6AR GR PG MQ° @l U6Q 69Q QR
@ag JIel J6Q A AT FICAER JRE6R ATY ARG SIS FIFFIRR
@Qg!

o 6R9R cui+s QI TIQI IG° GIU6Q 2T ABA FARIG 912 ARFIAR R0

o 12 QAR IS AITEQ A ATG AARIQ 019291 ARFIAR KA

14- In MS Word, which of the following do you use to change
margins?

- PN GIF6Q, 2ITd AIRG JA9RR FARIG FIRAHE FRIQ 6RWE MLTIQ FAZ?

A) formatting toolbar
B) page setup dialog box
C) standard toolbar

' N
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D) paragraph dialog box
[OSSSC Junior Clerk 2018]

Ans-B

In MS Word, you use the Page Setup dialog box to change margins. This dialog
box provides options for setting margins, orientation, paper size, and other
page layout settings. To access the Page Setup dialog box, you can either click
on the Page Setup launcher in the Page Setup group on the Page Layout tab, or
go to the File menu, select Page Setup, and then select the Margins tab.

MS €I66@, ZIgd AIRg JReEe Q0Rlq Jal 6202 FNAG, 9§ MLLIQ K9G|
@ GINMG 9 FIFR, A6EAR, 9T ZIRIA 99 AR I 6RAIRG 695°Q 629
@0Q! IR 98 gQIe @6l gl 69929 PNAG 9gANEAY FARlg, A gS
6RZIRY SUI] 6Q YA 626U g 6Q &jal VI 6ATUC NEQ RUEA R AT
, @ TIRR 6949 IR, GVl 690U G FRAIRER, 1&° GI'A6R IR} GUIQ
QAR RAARER|

15- What programme is used in MS Word to check the spellings?

- QIR QI Q98! UIR AN GIP6R 689 6TIGlIF QIQRIQ FQUAIN?

A) Outlook Express
B) Spell-check

C) Speller

D) None of above
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(
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Ans- B

e In MS Word, the program used to check spelling is called "Spelling and Grammar
Checker".

e To use the Spelling and Grammar Checker, you can either click on the "Spelling
and Grammar" button in the Proofing group on the Review tab, or press "F7" on
your keyboard.

* OND GIF6Q, 9RI9 AIF QAR AR QIGLE 6TIFING "6IR° IS RS 69Ra"
QLIAI |

* 6R° Q° QUIQAE 60RQ QIRLIQ KQQI, A AAIYI SUIQ 6Q gl JT° g<l 69
QI "6QR° IQ° QUIRAE" ATRER GR FAAIRER, A AT FEL6R "F7" @QIg!

16- In MS Word, which shortcut key is used to print a document?

- EINY GI06Q, IR 99694 8134! QIR 69% AR key QISTIQ RQIAIN?

A) Shift + P
B) Alt + P

C)Tab+P

D) Ctrl + P

[Odisha Police ASI 2022]
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e In MS Word, the shortcut key used to print a document is "Ctrl + P". This
keyboard shortcut opens the Print dialog box, where you can choose the printer,
set print options such as number of copies, page range, and paper size, and then
print the document.

e This shortcut is often quicker than going to the File menu and selecting Print, or
using the Print button on the Quick Access Toolbar.

* ONQ QIF6R, IR @q6r4 8IT91 AR MGG ATRS @1 62a8 "Ctrl + P*I @
Q16916 ATRY T PIRNG 9F 6HIRAIN, 6AR0IER TS TEQ 999 FAARER, T
Q°Gyl, 4RI QAN IQ° RIFIR AR O I TRF 699 FAUIRER IQ° BI'I6Q V6]
J4 Q@QAIQES
« JIOM 6719419 IR J& 09 @QQI @Yl /] 267 FRAIAEA J& Q] AL @Al
216091 G ATRY ARG AANER §1g 6NN

To Continue- Click Here
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