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SI. No. Topic No. Of MCQ

1 Internet and its Services 1158
2 MS Excel 688
3 MS Word 787
4 MS PowerPoint 349
5 Hardware & Software 439
6 Memory 453
7 Miscellaneous 464
8 Data Communication and Networking 354
9 Operating System 184
10 Programming Concepts 96
11 Windows 152
12 Database Concepts 39
13 Security 165
14 Basic & Introduction 326
15 Input And Output Device 266
16 MS Access 48
17 Shortcut Key 409
18 Full Form 341

Total 6,718
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All These Questions Have Been Updated In Combo E-Book

OSSSC Previous Year Questions (PYQ)

Sl. No. Exam Name Year
1 OSSSC LS|, FG, FORESTER 2024
2 OSSSC RI 2021, 2015
3 OSSSC PEO & JA 2023
4 OSSSC CRE (ARI, AMIN, SFS, FG, 2022

EXCISE CONSTABLE)

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

7 OSSSC ICDS Supervisor 2016

8 OSSSC Excise Constable 2019, 2014
9 OSSSC VAW 2016

10 OSSSC Jr. Stenographer 2015

11 OSSSC Laboratory Technician 2021

12 OSSSC MPHW 2023

13 OSSSC Nursing 2023, 2020
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 2024, 2023, 2022 (All 18 Shifts)
8 OSSC CHSL 2024, 2023
9 OSSC CPGL 2023
10 OSSC CTS 2024, 2023
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 JEA & JA 2024 (15 Shifts)
16 OSSC Junior Assistant 2022 (All 10 Shifts)
17 OSSC Junior Clerk 2022
18 OSSC SCEW 2024, 2022 (All 5 Shifts)
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19 OSSC SFS 2016

20 OSSC Statistical Assistant 2024

21 OSSC Specialist 2023

22 OSSC Stenographer 2025, 2024, 2023

23 OSSC Supply Inspector 2017

24 OSSC WEO 2022 (All 21 Shifts)

Odisha Police & Defence Previous Year Questions (PYQ)

Sl. No. | Exam Name Year

1 Odisha Battalion / OSAP IRB | 2024 (All 36 Shifts), 2017

2 Odisha Police Constable 2023, 2018, 2013, 2012, 2011

3 Odisha Fireman 2023

4 Odisha Jail Warder 2022 (All 18 Shifts)

Odisha Police Jr Clerk In DPO | 2024 (All 16 Shifts)

5 OPRB Sl Police 2023, 2022 (All 11 Shifts), 2019, 2017,
2016

6 OSSC Excise SI 2022, 2021 (All 9 Shifts)

7 OSSC Traffic Constable 2024, 2022 (All 6 Shifts)

8 OSSC Traffic Sl 2022 (All 4 Shifts)
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OPSC Previous Year Questions (PYQ)

Sl. No. | Exam Name Year

1 OPSC ASO 2024, 2022, 2019, 2015, 2014

2 OPSC OMAS 2023, 2019

3 OPSC Junior Asst. 2024

4 OPSC OAS Only Odisha GK Taken From All

Previous Year Preliminary Exams

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

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 2024, 2023, 2023 (ST Special), 2021

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.

Exam Name Year
No.

2023 (All 11 Shifts)

2020 (All 20 Shifts)

2019 (All 24 Shifts)

2018 (All 23 Shifts)

2 OTET 2022

JT 2023 (All 14 Shifts)
B.ED Entrance Exam

2025

2024

2023
4 2022

> ARTS & SCIENCE 2021 (All 15 Shifts)
2020 (All 13 Shifts)
2019 (All 15 Shifts)

2018 (All 11 Shifts)

2025, 2024, 2022, 2021 (1Y),
5 OSSTET (ARTS, CBZ & PCM) 2021 (2n), 2019, 2018 "

6 SSB (ARTS, CBZ & PCM) 2024

7 LTR (ARTS, PCM, CBZ) 2024

RHT (High School Teacher)

2023 Mains

2023 Pre (All 3 Shifts)
» RHT ARTS 2022 (All 6 Shifts)
2021 (All 3 Shifts)
2019

8 2023 Mains

2023 Pre (All 3 Shifts)
» RHT CBZ 2022 (All 3 Shifts)
2021

2019
2023 Mains

2023 Pre (All 3 Shifts)

> RHT PCM
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2022 (All 4 Shifts)

2021 (All 2 Shifts)
2019 (All 2 Shifts)

OAVS
OAVS TGT ODIA 2021, 2019, 2019
9 OAVS TGT ENGLISH 2019
OAVS TGT SOCIAL STUDIES 2023, 2021, 2019
OAVS TGT SCIENCE 2021, 2019

OAVS TGT MATH 2023, 2019
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Topic Name- “ MS Word ”

1- What is MS Word?

eNY @IE @617

[Odisha District Police Constable 2023]
[A] A big word

[B] A dictionary

[C] A word processor

[D] A computer name

Ans- C

Key Points:

- MS Word is a widely-used word processor that allows users to create,
edit, and format text documents.

= It is part of the Microsoft Office Suite and supports features like spell
check, formatting, and layout tools.

Short Details of Other Options:

- A Big Word: not related to MS Word.

- A Dictionary: while MS Word includes a dictionary feature, it is
primarily a word processor.

- A Computer Name: MS Word is software, not a computer.

2- Word processing, Spreadsheet, and photo-editing are examples
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- @I6 691699°, 69095 99° PESIIET° R QQlgad
[Odisha Jail Warder 2022]

A. application software

B. system software

C. operating system software

D. platform software

Ans- A

Key Points:

- Application software includes programs like word processors,
spreadsheets, and photo editing tools that allow users to perform
specific tasks.

- These are distinct from system software, which runs the operating
system.

Short Details of Other Options:

- System Software: this includes the operating system.

- Operating System Software: the operating system manages
hardware and software

- Platform Software: platform software supports application software

3- What will Shift + F7 do in a Word application?
4R GIE AITeR9e6 AL + F7 8'd 99197

[OSSC BSSO 2022]

(A) Open the webpage

(B) Open the hyperlink

(C) Open the thesaurus
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(D) Open the image

Ans- C

Key Points:
- Shift + F7 opens the Thesaurus, which helps users find synonyms or
related words for selected text.

Short Details of Other Options:

- Open the Hyperlink: hyperlinks are opened using Ctrl + Click
- Open the Webpage: this function is not triggered by Shift + F7.
- Open the Image: Shift + F7 is for the thesaurus, not images.

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

2A1N6T GG G614 (Word document) 69 SISQRIGG QF 6RAIAS
(layout) g9¢ «Qel dIR 218 6R2AIQS YIS (Layout tab) Q
2999 99 @<l 2T |

[OSSC CGL Exam 2022]

[OSSC RHT High School Teacher 2023]
(A) Border

(B) Orientation

(C) Column

(D) Size

Ans- C




h @)om
BEeIq anAg 49 eda J¢ @ diR | 3 Call/WhatsApp-

WY  Download “Tech Of World” App 8596976190

Key Points:

- The Column option in the Layout tab is used to create a newspaper-like
layout, with text arranged in columns.

= This is common in newsletters and magazines.

Short Details of Other Options:

- size: it changes the size of the page.

=> Border: it adds borders to the document or sections.

-> Orientation: it changes the page orientation between portrait and
landscape.

5- How to go to Page number 345 in a MS-WORD document
containing 465 pages?

- 465 B SR YENG-GIE GQUETLER YV QAR 345G KR L6Q?
[OSSSC Junior Clerk 2018]

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

Ans-D

Key Points:

- To go to a specific page number in a Word document, press Ctrl +
G, enter the page number, and press Enter.

=> This is a quick way to navigate through large documents.

Short Details of Other Options:
= ctrl + F: this is used for finding text.

= ctrl + R: this is used for right-aligning text.
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= Alt + G: this is not a valid shortcut for going to a specific page.

6- option enables you to add common text at the top of
all the pages in a Word document.

i QR Qg 99 86 @9U67146R 9919 JYIR a1F6R ARIQE 65GF
69121 AV R6Q

[OSSC CGL Exam 2022]
(A) Footer

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

Ans-B

Key Points:

=> The Header option allows users to add common text, such as titles or
dates, to the top of every page in a Word document.

- Headers are commonly used for document titles and organization.

Short Details of Other Options:

- Footer: this adds text to the bottom of the page.

- Dropcap: it enlarges the first letter of a paragraph.

= Wordwrap: it controls how text wraps around objects in the document.

7- Which key should be pressed to start a new paragraph in MS-
Word?

- 9ENI9.GIE6Q 9F §OF I 2I0g K9S TR 699 key 9RIRSI 5Q?
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[OSSSC Junior Clerk 2018]
[OSSSC Junior Clerk 2015]

A) Down Cursor Key
B) Enter Key

C) Shift + Enter

D) Ctrl + Enter

Ans-B

Key Points:

= Pressing the Enter Key starts a new paragraph in MS Word, moving the
cursor to the next line.

=> This is the standard way to create paragraphs.

Short Details of Other Options:
=> Down Cursor Key: it moves the cursor down without creating a new
paragraph.

—> shift + Enter: this creates a line break, not a new paragraph.

= Ctrl + Enter: this inserts a page break.

8- Which one of these does NOT belong to MS Office?
-0 Cl-Q 69Q% IF14g 2T QG‘EW?
[OSSC Junior Assistant 2022 Exam]

A) PowerPoint

B) Excel
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C) Word
D) Notepad

Ans-D

Key Points:
- Notepad is not part of the MS Office suite; it is a simple text editor
included in the Windows operating system.

Short Details of Other Options:
= PowerPoint, Excel, Word: all of these are part of MS Office.

9- Which among the following is not a Video Conferencing Tool ?
_2URHG RIQ 699G ARG FRTEAT PR 96L ?
[Odisha High School Teacher Exam 2022]

A) Zoom Meetings
B) MS Teams

C) Google Meet
D) MS Outlook

Ans-D

Key Points:
= MS Outlook is an email and calendar application, not a video

conferencing tool.
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- Video conferencing tools include Zoom, MS Teams, and Google Meet.

Short Details of Other Options:
— Zoom Meetings, MS Teams, Google Meet: these are all video conferencing
tools.

10- The quickest and easiest way in Word, to locate a particular
word or phrase in a document is to use the command:

NG GQ61469 IR GaQ 99 Y Y G99 @l JdIR S99 AQ0IQ 96 9_°
ALR QUL 698 278 QUALIR FQ:

[OSSSC RI Exam 2021]
(A) Replace

(B) Find

(C) Lookup

(D) Search

Ans-B

Key Points:
- The Find command allows you to locate specific words or
phrases quickly within a document, improving efficiency in editing.

Short Details of Other Options:

- Replace: it is used to replace words, not just locate them.

= Lookup: this finds definitions or translations, not locations of
words.

= Search: this is a general term, but the correct command is Find.
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11- Which among the following print commands should be selected
to print first 5 pages of document:

- @g6714a galdl 5 g9 /A9 dR FIRMe Je IR 699E Sae
AUTS Q5G:

[OSSSC Combined Recruitment 2022]
(A) Print All

(B) From_to_

(C) Page Setup

(D) Page Control

Ans-B

Key Points:
- The From-to option allows you to print specific pages by
specifying the range, like pages 1 to 5.

Short Details of Other Options:

- Print All: this prints the entire document, not specific pages.
- Page Setup: this controls layout options, not printing.

-> Page Control: this option is not related to printing.

12- In print preview, which one of the below actions cannot be
performed?

-394 9469, FIRYS GAGER FRIQ 69R% APEE 62IRANS Qla?
[OSSC Junior Clerk 2022]

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

D) Edit the document

Ans-D

Key Points:

- Editing the document cannot be done in print preview mode, as
this mode is used for viewing how the document will appear when
printed.

Short Details of Other Options:

- Changing Margins: Correct, this can be done in print preview
mode.

- Change orientation of page: Correct, this can also be done.

- Zoom in and zoom out: Correct, these actions can be performed

In print preview.

13- How many ways you can save a document?
- ZIYE IR Q614 6R60 QUILER ABL @AAIRAER?

[Odisha Police SI 2022 Exam]
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Key Points:
- There are three main ways to save a document: Save, Save As,

and AutoSave.

Short Details of Other Options:
- 2, 4, 1: the correct number of ways is three.

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

- 9eNg GIg6R, A8 AIRE 99968 fAGIg FIRYS I 69RG ST
AG?

[OSSSC Junior Clerk 2018]

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

D) paragraph dialog box

Ans-B

Key Points:

- In Microsoft Word, you can change the margins using the Page
Setup dialog box, which allows you to set custom margins for the
document.

- Adjusting margins can affect the overall layout of your text and
content.
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Short Details of Other Options:

= Formatting toolbar: it is used for text formatting, not margins.

=> Standard toolbar: it contains basic commands but not margin
settings.

= Paragraph dialog box: it controls paragraph spacing and alignment,
not margins.

15- What programme is used in MS Word to check the spellings?
_9RIe 18 939! TR 97149 GIE69 699 62IglIEl RUSLIR FRULN?
[OSSSC Combined Recruitment 2022]

(A) Outlook Express

(B) Spell-check

(C) Speller

(D) None of above

Ans-B

Key Points:

= The Spell-check feature in Microsoft Word automatically identifies
and suggests corrections for spelling errors in the document.

- It enhances the quality and correctness of the content.

Short Details of Other Options:

=> Outlook Express: it is an emall client, not a spelling checker.
-> Speller: there is no such feature in Word.

= None of the above: Spell-check is the correct answer.

16- In MS Word, which shortcut key is used to print a document?
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- 149 GIF69, I8 296514 81091 AIR 689 2599 key SUSLIR AQULAII?
[Odisha Police ASI 2022]

(A) Shift + P
(B) Alt + P

(C) Tab +P
(D) Ctrl + P

Ans-D

Key Points:

= Ctrl + P is the shortcut key for printing a document in Microsoft
Word, allowing users to quickly access the print dialog.

- This shortcut enhances workflow efficiency.

Short Details of Other Options:

=> shift + P: this is not a valid print shortcut.

= Alt + P: this is not used for printing in Word.

=> Tab + P: this combination does not initiate printing.

Buy E-Book To Continue- Click Here
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