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SI. No. | Topic No. Of MCQ
1 Shortcut Key & Full Form 520
2 Internet and its Services 517
3 MS Excel 357
4 MS Word 457
5 MS PowerPoint 196
6 Computer Hardware & Software 281
7 Computer Memory 221
8 Miscellaneous 402
9 Data Communication and Networking 235
10 Operating System 107
11 Programming Concepts 61
12 Windows 97
13 Database Concepts 38
14 Computer Security 62
15 Basic & Introduction 127
16 Input And Output Device 88
17 MS Access 38
Total 3,804
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All These Questions Have Been Updated To Combo E-Book

OSSSC Previous Year Questions (PYQ)
Sl. No. Exam Name Year
1 OSSSC LS|, FG, FORESTER 2024 (All 42 Shifts)
2 OSSSCRI 2015, 2021
3 OSSSC PEO & JA 2023
4 OSSSC CRE (ARI, AMIN, SFS, FG, EXCISE 2022
CONSTABLE)
5 OSSSC JUNIOR CLERK 2015, 2017, 2018
6 OSSSC LSI 2021
7 OSSSC ICDS Supervisor 2016
8 OSSSC Excise Constable 2014, 2019
9 OSSSC VAW 2016
10 OSSSC Jr. Stenographer 2015
11 OSSSC Laboratory Technician 2021
12 OSSSC MPHW 2023
13 OSSSC Nursing 2020, 2023
14 OSSSC SFS 2016
15 OSSSC Pharmacist 2020
16 OSSSC Radiographer 2020
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OSSC Previous Year Questions (PYQ)
Sl. No. | Exam Name Year
1 OSSC ATO 2024
2 OSSC CHSL Specialist 2024
3 OSSC Assistant Sub-Inspector 2022
4 OSSC Accountant 2022
5 OSSC AMIN 2023 Pre & Mains
6 OSSC BSSO 2022 (All 18 Shifts)
7 OSSC CGL 2022 (All 18 Shifts) , 2023,
2024
8 OSSC CHSL 2023
9 OSSC CPGL 2023
10 OSSC CTS 2023, 2024
11 OSSC ESI 2023
12 OSSC GPEO 2015
13 OSSC Investigator 2022 (All 3 Shifts)
14 OSSC WEO 2022
15 OSSC JEA 2022 (All 16 Shifts)
16 OSSC Junior Assistant 2022 (All 10 Shifts)
17 OSSC Junior Clerk 2022
18 OSSC SCEW 2022 (All 5 Shifts)
19 OSSC SFS 2016
20 OSSC Specialist 2023
21 OSSC Stenographer 2023, 2024
22 OSSC Supply Inspector 2017
23 OSSC WEO 2022 (All 21 Shifts)
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Odisha Police & Defence Previous Year Questions (PYQ)
Sl. 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)
OSSC Traffic Sl 2022 (All 4 Shifts)

OPSC Previous Year Questions (PYQ)

Sl. No. | Exam Name Year

1 OPSC Jr. Assistant 2024

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

4 OPSC OAS Only Odisha GK Taken

From All Previous Year
Preliminary Exams

5 OPSC Assistant Director Of Factory & Boiler | 2023 Pre (Only Odisha GK
Taken)

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

Odisha High Court Previous Year Questions (PYQ)

Sl. 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)
Sl. No. Exam Name Year
1 CT 2018 (All 23 Shifts)
2019 (All 24 Shifts)
2020 (All 20 Shifts)
2023 (All 11 Shifts)
2 OTET 2022
3 JT 2023 (All 14 Shifts)
4 B.ED Entrance Exam
ARTS & SCIENCE 2018 (All 11 Shifts)
2019 (All 15 Shifts)
2020 (All 13 Shifts)
2021 (All 15 Shifts)
2022
2023
6 OSSTET (ARTS, CBZ & PCM) 2018, 2019, 2021 (1%Y),
2021 (2M), 2022, 2024
7 SSB (ARTS, CBZ & PCM) 2024
8 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
9 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?
qeNg GlE Q617

[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.

AIRERIIE @l AR 2°8g 9ANY 4@l¢, 98 6RISTN d8 IFAUKNE
AL6AA Ll AIR6FIAL F6dIeads FIR FREe I9° 9IFe | gl
AINEFIAE 2ATY AT A 9K ¢, 69R2Y6R AFY ERRTY ALEEAU
2IP629Q 699G Excel, PowerPoint 99° Outlook 2SR |
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2- Word processing, Spreadsheet, and photo-editing are examples
of

- 41 691699°, 6999F IS° PEGI-985° A AQILRE

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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gIe 6dlegaC, 69@9q 99° P6FI-IET° 6908 ALY AYERAR A
QUL

AIREFIIL @S, YoM 2F, @9 MEUTY AR QR Qe 6gI6T°
AL6EAR AV, R6AIT IS° AR OfF 69gF ARIRAG 8F6AE TaAIR,
ARQER! 99° AT AR FUSLS g9 |

ARERIAL I69M, UM T 4 @9 MELATY QR T oF 69% 49
AFEGAIRQ I 99° A 2IRIN6R BIF! A°G08, F6,86 I° AAGIRG! AR
QUILG 99 |

216219 61K, HURICY, QY 6049d 6dI IR PESI-IET ALEELIQ
oM K99P9a MR ¥Y9° JdAGIRGl dIR QUSLe g9, 69R6R
JEASIQ, AR, AP AIBER ARG I9° dAIS 69165 2SS |

3- What will Shift + F7 do in a Word application?
- R @IE AITeRIR6R T + F7 '8 99197

(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 ¢Ig 2Geade6a, S + F7 Q9In6m 264Iag 609 2Ide | 261ag
6208 fIR6FIAY CIFR I8 RURRE QLI AINEG SAGe 98 a9 ARY
R gl g9 @aie 22 29l 9%) 99° Gemia Gaqne 2 29l a9)
661@RIQ AQAG @9 |

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

AT Qe @Q69& (Word document) 6Q §QQQI08 @F 6R2IQS (layout)
gge @69l AR 28 6RZIAS SYIQ (Layout tab) Q 2999 eue
QAR 2l |

(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.

dal GR9 dKdxy 99 HeaRlde dA 2Idds 296014q IRle A6 e
AQRIQ AQAT G| Y8 SIS I Ao, J6QYS AR Y IS° A FIRIER
QURUIF AT FQARER |
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5- How to go to Page number 345 in a MS-WORD document
containing 465 pages?

- 465 QY FEY IFINGD-GIE QU6 9] FFR 3459 KR 6972

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 "CtrI" + "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.

e "66ll §" TNMG BF 6SINGIG AR F16RIG6R "Ctrl” + "G" }1 QUG

o "6Gll @" PNMG 9F6R, "YY" 6ILE6R "345" FIRY KAg I:° "6qll §"
QTREA R 99g |

o MS 4R VST G674 I 345G 60RS |
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6- option enables you to add common text at the top of
all the pages in a Word document.

- 309 20dg 99 6l¢ 99Uergea 99 gYIa dideq ARIE
6999 621G AV F6Q

(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.

§19a 6298 98 296140 I8 SEI9 FIgl g6sie JYIR a1t 693K
95° 26Q Yl 2oHul, 996914 19e, 6mea FIF, SFRT 6RIEH 9]°
ASUIRY JIQEPR S9é IR 9o Q&N |
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7- Which key should be pressed to start a new paragraph in MS-
Word?

- 9EINg-GIEER 99 968 dIIgIT AR K9G AR 699 key QRS
Q5Q?

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.

"9ga" &1 QRIS FIR 98 96% 699l 9] g9 98° adag 9aeE! AIFa
d99g IRIR0e AN, JRISHIRT ANEA I8 998 AU AN g9 |
9ONG-GIS 6618 2RI GIE 691698° ALEEANEC AT T2AR FALIN
92l 99 Q1SS Q919 26T |
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8- Which one of these does NOT belong to MS Office?
- OIeE FRIQ 699F IaNY TR 9627

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.

6Q1IIG 6208 Iq 6¢11ne 6599 IGTR 6dI9lFl QILl G68IR AUERAG° /e
69 J-298RA 62IR2ANM| 98 1G] 655F FIRR 7 I9° AR AR I8 IR
QUARE, @ W26 MS AUTFY 69 ]I Y 6DIFIFGERR Age PHITe 98
6RPIRG 86 F1T, 6A90F 4IE, J6gm 99° AIGINaYE |
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9- Which among the following is not a Video Conferencing Tool ?

- FIRYS RIQ 60AF ABB FELPEAR° IR 962 ?

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 62Q& FIREFIAE FIA FREe 9@ RETIM I9° FYIEMER
JRQING ALEEA/ | 99 RN TOIRS! 99° dig K99I, gfte 9e°
AUERER TGN KA I9° 63099 AF1A F6I0E IR UFLE g4I
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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:

- 9@ 29661469 I¢ FEY I8 @9 SIeY 599 A9l AR F89 9501 §6
YQ° L% I 6208 K7ld QUSRIR KAQ!:

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:
* Open the Word document that you want to search.

* 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.

glgeq "ANIS" RCId UFLIA KRRl , AYE Y@ U6JIYLR AL
AAN6S:

- 2108 AFIS SRRIG SIL2SI GIF 26T 6SIRG

- "ARIQ 9S° SERIG” CNAG 9F 6SIRSI 2AEF F16QITER "Ctrl" + "F
Qqlg |

. "Q'6l 9919 FQg" 68869, 2T ATIe *8QIg SIL2S! €I Gl QIRY SIRg
9g |

. €9 59 QYR gad 994l 9918 @ASIg "dasE! dRIe" 99R6R 3R
9g!
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11- Which among the following print commands should be selected
to print first 5 pages of document:

- 296949 929 5 9N KITI IR FYRHS T FANQYRIQ 6995 AR
AAUDRI 25%:

(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 AR" Qg egerIda de1d YRR ad @ae, 6J666R6R & "N

646249 Qeld fIF], 6A649] 99° 2R IR 9N 695°9 § AR
ARQIF FUSLE g9 " FAGE" Q9lIE GIF6R IG RGIE & KENE 96% |
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12- In print preview, which one of the below actions cannot be
performed?

- € 9969, BURYS GRIGER IR 6596 JHITS 62IRAINS G187

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.

d& gueq, 2198 FINGE FAYER AR *QAIRES:

A) FIRE 99SRe SRS A0S Y6 TUATYR 6RZIAG VTGS 93SIg
296549 FITR 2R FAARES |

B) JYIN B 9649e ARLEE FAG: A8 IV 6AAQAG SRS FAQIG
69168% 99° MUIG6D 651G F6R IR BAIEQI] IRSEE FRARAES |
C) BFl QF I9° GFl AIAF: TS YR I8 9F @Y 6216 QY 69YS AR
g9 2 @9 LG AIRAINER |
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13- How many ways you can save a document?
- 218 IR PQECIEG 606S QUINEQ AZLY @QAIRE?

OO0 w>»

N P W

[Odisha Police Sl 2022 Exam]

Ans- A

Join Us-

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.

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

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

QUQ QU 6RE6R FIAR GR AR IS° GI'UR 699 §F FAG IG° g
J6Q 69Q G478 F9g QT U6 2T AAEF FYITAER IFCER A
2A91g SILASI YFTIAG FAG |

6RGR Ctrl + S QI GIQI  99° QI'U6R QS 9 KARIG FILYS
JRFIAR F9G |

F12 Q9IR 98° GI'U6Q A8 992 9A%Ig SIg2Sl UFTIAG K9G |

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

- 96Ngl GIgeq, 2Igd FIRe J0eEE Q06lg FURYS TP 6996 qUeTla

*987?

A) formatting toolbar

B) page setup dialog box



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

C) standard toolbar
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 Q69 2ITd F1IFe 99ee KAQIg gV 6952 SINRG 9F SUSLIR
ARG Y@ GNAY 9F AIR], 69649y, FI98 ARX ¥99° AKY g
6R2IRG 695°9 697 @AGI AR 997 d9lf @6al 9N 69929 GNMY
Qg2IR699 95QIg, Y8 Yl 62IRAG FUI] 62 YVl 6492 Qd 62 2
g8l 69929 MEQ QU6R F] KAUIAES |, &9 PIM 669Yg R, YN
69929 SAL SRS, 9° SI'U6R ARG SUIS SAS FAAINGS |

15- What programme is used in MS Word to check the spellings?
- Q10 218 95191 AR YFNY GIF6Q 609 6dI9IF QUSLIR FRUAIN?

(A) Outlook Express
(B) Spell-check

(C) Speller

(D) None of above

[OSSSC Combined Recruitment 2022]
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Ans-B

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

* 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.

. IFING EIG6Q, QRI8 I8 938! dIR QUSEE 6IgIFIg "6IM° 98° SUISAE
6999" GLIAI |

. 69M° I9° QUIRAE 609 FUSLIR KRR, 2AIAE ANV SUIF 62 S| YRETF°
JQd 69 2]l "6dM° 9]° QUIRARE" FTRER {a FAARES, AT Adw
R6RIGER "F7" Q]G

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

- IENg GI669, 9@ 256614 RITS! dIR 68 TR key SUSLIR QAULIN?

A) Shift + P

B) Alt + P

C)Tab+P

D) Ctrl + P

[Odisha Police ASI 2022]
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* 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.

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

- IONG GIF6R, I8 956614 RITS! AR UGS ATRT @1 62Q& "Ctrl + P" |
9@ Q16616 9699 99 QIRRG 9F 6%IRAN, 690I6a 29 94 oA
RAAIRES, /T o8I, ]I 19l 9Q° QPR 2RI QA TE S9F 69F 2GR
YQ° QI'd6Q 965149 d& 2IR6S |

- P 6619Yg JIm 4 S9Q QAR 9 R 26FY gRIIEX J& TR
RLIR R 26AR Y& TG 2RI A6 g 6QIR2AN |
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