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  Subject : Computer Science                                                                                      Assignment  : 4 

 

 

Lesson 4 - Complete the exercises (Fill in the blanks, State true or false, Multiple   

                  Choice questions in book. 

Lesson 4 - Do the Answer the following questions in fair copy. 

                {Two liner interleave notebook}. 

Online link:- 

https://drive.google.com/file/d/14OZDe2ucpcSSsXcKzrJr3icGuZz2A4tw/view?u

sp=sharing 

 

Note book work: 

Write the shortcut keys and their purpose in your notebook neatly. 

Shortcut Purpose 

Ctrl + Home Jump to the top of the document 

Ctrl + End Jump to the bottom of the document 

Home Jump to the start of the line 

End Jump to the end of the line 

Ctrl + c Copy selected text/object 

Ctrl + v Paste the copied text/object 

Ctrl + x Cut selected text/object 

Ctrl + w Close the document 

Ctrl + z Undo the last operation 

Ctrl + y Redo the last operation 

https://drive.google.com/file/d/14OZDe2ucpcSSsXcKzrJr3icGuZz2A4tw/view?usp=sharing
https://drive.google.com/file/d/14OZDe2ucpcSSsXcKzrJr3icGuZz2A4tw/view?usp=sharing


Ctrl + s Save the document 

F12 Save as 

Ctrl + n Create a new document 

Ctrl + o Open a document 

Ctrl + p Print the document 

Ctrl + f Find 

Ctrl + b Make selected text bold 

Ctrl + u Underline selected text 

Ctrl + i Make selected text italic 

Shift + enter Insert a line breaks 

Ctrl + enter Insert a page break 

F1 Display help 

 

Answer the following questions 

1. How will you apply text formatting to another selection? 

Ans: To apply text formatting to another selection:- first you select the text or graphics 

whose formatting you want to copy. Then on the Home tab, click Format Painter. The 

pointer changes to a paintbrush icon. Now apply the copied format by dragging the 

brush over the desired text. 

2. Why do we use Header and Footer options? 

Ans: Headers and footers are typically used to place some information on top and at 

the bottom of every page respectively. In addition to page numbers, a header or footer 

can contain information such as: The document name, the date and/or time you 

created or revised the document, an author name, a graphic, a draft or revision 

number etc. 

 

3. What is indentation? List the types of Indentations. 

Ans: Indentation determines the amount of spacing between the text and the page 

margins.  

Word provides four types of indents: first line indent, hanging indent, right indent and 

left indent. 



4. What are page margins? What are the default settings of left and Right Margins? 

Ans: A margin is the space between the document text and the edge of the page. The 

default settings of left and Right Margins is 1’’ from the right and left edges of the 

page. 

5. What do you understand by the print preview option?  

Ans: Print preview option is provided for displaying a page, document or any other 

material before it is sent to a printer. Print preview is a useful function to users as it 

helps them to see how the final printed material will appear. 
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Video Links

Chapter 7 and 8

Follow the Instructions given below:-

To access the video tap the following links:

For chapter: 7 and 8

Visit link: 1- https://youtu.be/DO6AGRJPOic

2- https://youtu.be/_-ROXGqBSxI

3- https://youtu.be/X6TLFZUC9gI

4- https://youtu.be/VfKVRwDtCho



44

uko cukvks] uko cukvksA
HkS;k esjs] tYnh vkvksAA

og ns[kks] ikuh vk;k gS]
f?kj&f?kj dj ckny Nk;k gS]
lkr leqa nj Hkj yk;k gS]

rqe jl dk lkxj Hkj ykvksA
HkS;k esjs] tYnh vkvksAA

ikuh lpeqp [kwc iM+sxk]
ya ch&pkSM+ h xyh Hkjsxk]
ykdj ?kj esa unh /jsxk]

,sls esa rqe Hkh ygjkvksA
HkS;k esjs] tYnh vkvksAA

xqYyd Hkkjh] viuh [kksyks]
gYdh esjh] ugha VVksyks]
iSls u,&u, gh jksyks]

66666 uko cukvks uko cukvks

jksyks& yq<+dkvks
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fiQj ck”kkj yid rqe ykvksA
HkS;k esjs] tYnh vkvksAA

ys vkvks dkxT+k pedhyk]
yky&gjk ;k uhyk&ihyk]
ja x&fcja xk [kwc ja xhyk]

oSaQph] pqVdh] gkFk pykvksA
HkS;k esjs] tYnh vkvksAA

Ni&Ni dj owQM+ s  ls vM+ rh]
cw¡nksa&ygjksa yM+ rh&c< + rh]
lc dh vk¡[kksa p< + rh&x< + rh

uko rSjk eq>dks g"kkZvksA
HkS;k esjs] tYnh vkvksAA

D;k dgrs\ esjs D;k cl dk\
D;ksa\ rc fiQj ;g fdlosQ cl dk\
[kksV lHkh gS cl vkyl dk]

vkyl NksM+ks lc dj ikvksA
HkS;k esjs] tYnh vkvksAA

gfjÑ".knkl xqIr
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dfork ls
D;k dgrs\ esjs D;k cl dk\

(d) HkS;k us D;k cgkuk fd;k\ D;ksa\
------------------------------------------------
------------------------------------------------

cw¡nksa&ygjksa yM+rh&c<+rh
([k) dkSu cw¡nksa vkSj ygjksa ls yM+ rs gq, vkxs c<+ jgh gS\

------------------------------------------------
------------------------------------------------

xqYyd Hkkjh] viuh [kksyksA
(x) fdldh xqYyd Hkkjh gS\ fdldh xqYyd gYdh gS\

------------------------------------------------
------------------------------------------------

uko dh dgkuh
,d ckj fiQj ls dfork i<+ ksA bl dfork esa ,d uko osQ cuus vkSj ikuh
esa lI+kQj djus dh dgkuh fNih gSA eku yks rqe gh og uko gksA vc
viuh dgkuh lcdks lqukvksA

'kq#vkr ge dj nsrs gSaA

eSa ,d uko g¡w A eSa dkxT+k ls cuh g¡w A eq>s ,d yM+osQ us cuk;kA mldk
uke rks eq>s ugha irk ij
-----------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
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-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------

vgk! ckfj'k!!
• rqeus cjlkr ij igys Hkh dHkh dksbZ dfork ;k yksdxhr lquk gksxkA

mls uhps nh xbZ txg esa fy[kksA

------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------
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• bl dfork dks i<+rs le; rqEgkjs eu esa dbZ fp=k vk, gkssaxsA
muosQ ckjs esa crkvks ;k mudk fp=k cukvksA

lpeqp
ikuh lpeqp [kwc iM+sxkA
lpeqp dk bLrseky djrs gq, rqe Hkh nks okD; cukvksA
(d) ------------------------------------------------------------------------------------------------

([k) ------------------------------------------------------------------------------------------------

lkr leqnz
f?kj&f?kj dj ckny Nk;k gS]
lkr leaqnj Hkj yk;k gSA

(d) irk djks] lkr leqnz dkSu&dkSu ls gksaxs ftuls ckny ikuh Hkjdj
yk;k gSA

([k) D;k lpeqp ckfj'k osQ ckny leqnz ls ikuh ykrs gSa\ os bruk lkjk
ikuh oSQls ykrs gksaxs\ vkil esa ckrphr djosQ irk djksA
(rqe bl dke esa cM+ ksa dh ;k fdrkcksa dh enn Hkh ys ldrh gksA)
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,d Fkk jktkA jktk th ydnd diM+ s igudj
;w¡ rks gT+kkjksa #i, [kpZ djrs jgrs Fks] ij nku
osQ oDr mudh eq_h can gks tkrh FkhA

jktlHkk esa ,d ls ,d ukeh yksx vkrs
jgrs Fks] ysfdu xjhc] nq[kh] fo}ku] lTtu
buesa ls dksbZ Hkh ugha vkrk Fkk D;ksafd ogk¡ ij
budk fcYoqQy lRdkj ugha gksrk FkkA

,d ckj ml ns'k esa vdky iM+ x;kA iwohZ lhek osQ yksx Hkw[ks&I;kls
ejus yxsA jktk osQ ikl [kcj vkbZA os cksys] ^^;g rks Hkxoku dh ekj gS]
blessa esjk dksbZ gkFk ugha gSA**

yksxksa us dgk] ¶egkjkt] jktHkaMkj ls gekjh lgk;rk djus dh Ñik djsa]
ftlls ge yksx nwljs ns'kksa ls vukt [kjhndj viuh tku cpk losaQA¸

jktk us dgk] ¶vkt rqe yksx vdky ls ihfM+r gks] dy irk pysxk]
dgha HkwoaQi vk;k gSA ijlksa lquw¡xk] dgha osQ yksx cM+ s xjhc gSa] nks oDr dh

jksVh ugha tqVrhA bl rjg lHkh dh lgk;rk
djrs&djrs tc jktHkaMkj [kRe gks tk,xk
rc [kqn eSa gh fnokfy;k gks tkm¡QxkA¸
;g lqudj lHkh fujk'k gksdj ykSV

x,A

77777 nku dk fglkc

51



52

b/j vdky dk izdksi iSQyrk gh tk jgk FkkA u tkus jksT+k fdrus gh yksx
Hkw[k ls ejus yxsA yksx fiQj jktk osQ ikl igq¡psA mUgksaus jktlHkk esa xqgkj
yxkbZ] ¶nqgkbZ egkjkt! vkils ”;knk oqQN ugha pkgrs] flI+kZQ nl gT+kkj #i,
gesa ns nsa rks ge vk/k isV [kkdj Hkh ¯T+knk jg tk,¡xsA¸

jktk us dgk] ¶nl gT+kkj #i, Hkh D;k rqEgsa cgqr de yx jgs gSa\ vkSj
mrus d"V ls thfor jgdj ykHk gh D;k gS!¸

,d O;fDr us dgk] ¶Hkxoku dh Ñik ls yk[kksa #i, jktdks"k esa ekStwn
gSaA tSls /u dk lkxj gksA mlesa ls ,d&vk/ yksVk ys ysus ls egkjkt dk
D;k uqdlku gks tk,xk!¸
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jktk us dgk] ¶jktdks"k esa vf/d /u gS rks D;k mls nksuks a gkFkks a ls
yqVk nw¡\¸

,d vU; O;fDr us dgk] ¶egy esa izfrfnu g”kkjksa #i, bu lqxa f/r
oL=kksa] euksja tu vkSj egy dh ltkoV
esa [kpZ gksrs gSaA ;fn
bu #i;ks a esa ls gh
FkksM+k&lk /u T+k:jreanksa
dks fey tk, rks mu
nqf[k;ksa dh tku cp
tk,xhA¸

;g lqudj jktk dks Øks/
vk x;kA og xqLls ls cksyk]
¶[kqn fHk[kkjh gksdj eq>s mins'k
ns jgs gks\ esjk #i;k gS] eSa pkgs
mls mckydj [kkm¡Q pkgs rydj! esjh eT+khZA rqe
vxj blh rjg cdokl djksxs rks eqf'dy esa iM+ tkvksxsA blfy, blh
oDr rqe pqipki f[kld tkvksA**

jktk dk ozQks/ ns[kdj yksx ogk¡ ls pys x,A
jktk g¡lrs gq, cksyk] ¶NksVs eq¡g cM+h ckr! vxj lkS&nks lkS #i, gksrs

rks ,d ckj lksp Hkh ldrk FkkA igjsnkjksa dh [kqjkd nks&pkj fnu de dj
nsrk vkSj ;g jde iwjh Hkh gks tkrhA exj lkS&nks lkS ls bu yksxksa dk isV
ugha Hkjsxk] ,dne nl gT+kkj ek¡x cSBsA NksVs yksxksa osQ dkj.k ukd esa ne
gks x;k gSA¸
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;g lqudj ogk¡ mifLFkr yksx gk¡&gw¡ dg dj jg x,A exj eu gh eu
mUgksaus Hkh lkspk] ¶jktk us ;g Bhd ugha fd;kA t:jreanksa dh lgk;rk
djuk rks jktk dk dÙkZO; gSA¸

nks fnu ckn u tkus dgk¡ ls ,d cw<+ k laU;klh jktlHkk esa vk;kA mlus
jktk dks vk'khokZn nsrs gq, dgk] ¶nkrk d.kZ egkjkt! cM+h nwj ls vkidh
çflf¼ lqudj vk;k gw¡A laU;klh dh bPNk Hkh iwjh dj nsaA¸

viuh ç'kalk lqudj jktk cksyk] ¶T+kjk irk rks pys rqEgsa D;k pkfg,\
;fn FkksM+ k de ek¡xks rks 'kk;n fey Hkh tk,A¸

la U;klh us dgk] ¶eSa rks laU;klh gw¡A eSa vf/d /u dk D;k d:¡ xk! eSa
jktdks"k ls chl fnu rd cgqr ekewyh fHk{kk izfrfnu ysuk pkgrk gw¡A esjk
fHk{kk ysus dk fu;e bl izdkj gS] eSa igys fnu tks ysrk gw¡] nwljs fnu mldk
nqxquk] fiQj rhljs fnu mldk nqxquk] fiQj pkSFks fnu rhljs fnu dk nqxqukA

blh rjg ls izfrfnu nqxquk ysrk tkrk gw¡ A fHk{kk ysus
dk esjk ;gh rjhdk gSA¸

jktk cksyk] ¶rjhdk rks
le> x;kA exj igys
fnu fdruk ysaxs] ;gh
vlyh ckr gSA nks&pkj
#i;ksa ls isV Hkj tk,
rks vPNh ckr gS] exj
,dne ls chl&ipkl
ek¡xus yxs] rc rks chl
fnu esa dkI+kQh cM+ h
jde gks tk,xhA¸
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laU;klh us g¡lrs gq, dgk] ¶egkjkt] eSa yksHkh ugha gw¡A vkt
eq>s ,d #i;k nhft,] fiQj chl fnu rd nqxqus djosQ nsrs
jgus dk gqDe ns nhft,A¸

;g lqudj jktk] ea=kh vkSj njckjh lHk h dh tku esa tku
vkbZA jktk us gqDe ns fn;k fd laU;klh osQ dgs vuqlkj chl
fnu rd jktdks"k ls mUgsa fHk{kk nh tkrh jgsA

la U;klh jktk dh t;&t;dkj djrs gq, ?kj ykSV x,A
jktk osQ vkns'k osQ vuqlkj jktHkaMkjh izfrfnu fglkc

djosQ la U;klh dks fHk{kk nsus yxkA bl rjg nks fnu chrs] nl
fnu chrsA nks lIrkg rd fHk{kk nsus osQ ckn HkaMkjh us fglkc
djosQ ns[kk fd nku esa dkI+kQh /u fudyk tk jgk gSA ;g ns[kdj
mUgsa my>u eglwl gksus yxhA egkjkt rks dHkh fdlh dks bruk nku
ugha nsrs FksA mlus ;g ckr ea=kh dks crkbZA

ea =kh us oqQN lksprs gq, dgk] ¶okdbZ] ;g ckr rks igys è;ku esa gh ugha
vkbZ FkhA exj vc dksbZ mik; Hkh ugha gSA egkjkt dk gqDe cnyk ugha
tk ldrkA¸

blosQ ckn fiQj oqQN fnu chrsA Hka Mkjh fiQj gM+ cM+ krk gqvk ea =kh osQ ikl
iwjk fglkc ysdj vk x;kA fglkc ns[kdj ea=kh dk psgjk iQhdk iM+ x;kA

og viuk ilhuk iksaNdj] flj [kqtykdj] nk<+ h esa gkFk isQjrs gq, cksyk]
¶;g D;k dg jgs gks! vHkh ls bruk /u pyk x;k gS! rks fiQj chl fnuksa
osQ var esa fdrus #i, gksaxs\

Hka Mkjh cksyk] ¶th] iwjk fglkc rks ugha fd;k gSA¸
ea =kh us dgk] ¶rks rqja r cSBdj] vHkh iwjk fglkc djksA¸
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HkaMkjh fglkc djus cSB x;kA ea =kh egk'k; vius ekFks ij cI+kZQ dh iê ðh
yxkdj rsT+kh ls ia[kk >yokus yxsA

oqQN gh nsj esa HkaMkjh us iwjk fglkc dj fy;kA
ea =kh us iwNk] ¶oqQy feykdj fdruk gqvk\¸
HkaMkjh us gkFk tksM+dj dgk] ¶th] nl yk[k vM+rkyhl gT+kkj ik¡p lkS

fipgÙkj #i,A¸
ea =kh xqLls esa cksyk] ¶eT+kkd dj jgs gks\¸ ;fn la U;klh dks brus #i,

ns fn, rc rks jktdks"k [kkyh gks tk,xkA¸
HkaMkjh us dgk] ¶e”kkd D;ksa d:¡ xk\
vki gh fglkc ns[k yhft,A¸

;g dgdj mlus fglkc dk dkxT+k
ea =kh th dks ns fn;kA fglkc ns[kdj
ea=kh th dks pDdj vk x;kA lHkh
mUgsa l¡Hkkydj cM+h eqf'dyksa ls

jktk osQ ikl ys x,A
jktk us iwNk] ¶D;k ckr gS\¸

ea =kh cksys] ¶egkjkt]
jktdks"k [kkyh gksus tk
jgk gSA¸

jktk us iwNk] ¶og
oSQls\¸

ea=kh cksys] ¶egkjkt]
laU;klh dks vkius fHk{kk
nsus dk gqDe fn;k gSA
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exj vc irk pyk gS fd mUgksaus
bl rjg jktdks"k ls djhc nl
yk[k #i, >Vdus dk mik; dj
fy;k gSA¸

jktk us xqLls ls dgk] ¶eSaus
brus #i, nsus dk vkns'k rks ugha
fn;k FkkA fiQj brus #i, D;ksa fn,
tk jgs gSa\ HkaMkjh dks cqykvksA¸

ea =kh us dgk] ¶th lc oqQN
vkiosQ gqDe osQ vuqlkj gh gqvk
gSA vki [kqn gh nku dk fglkc
ns[k yhft,A¸

jktk us mls ,d ckj ns[kk] nks
ckj ns[kk] blosQ ckn og csgks'k
gks x;kA dkI+kQh dksf'k'kksa osQ ckn
muosQ gks'k esa vk tkus ij yksx
laU;klh dks cqykus nkSM+sA

laU;klh osQ vkrs gh jktk jksrs
gq, muosQ iSjksa ij fxj iM+kA cksyk]
¶nqgkbZ gS laU;klh egkjkt] eq>s
bl rjg tku&eky ls er ekfj,A
tSls Hkh gks ,d le>kSrk djosQ
eq>s opu ls eqDr dj nhft,A

nku dk fglkc

igyk fnu 1 #i;k
nwljk fnu 2 #i,
rhljk fnu 4 #i,
pkSFkk fnu 8 #i,
ik¡pok¡ fnu 16 #i,
NBk fnu 32 #i,
lkrok¡ fnu 64 #i,
vkBok¡ fnu 128 #i,
uok¡ fnu 256 #i,
nlok¡ fnu 512 #i,
X;kjgok¡ fnu 1024 #i,
ckjgok¡ fnu 2048 #i,
rsjgok¡ fnu 4096 #i,
pkSngok¡ fnu 8192 #i,
ianzgok¡ fnu 16384 #i,
lksygok¡ fnu 32768 #i,
l=kgok¡ fnu 65536 #i,
vBkjgok¡ fnu 131072 #i,
mUuhlok¡ fnu 262144 #i,
chlok¡ fnu 524288 #i,
oqQy 1048575 #i,
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vxj vkidks chl fnu rd fHk{kk nh xbZ rks jktdks"k [kkyh gks tk,xkA fiQj
jkt&dkt oSQls pysxk!¸

la U;klh us xaHkhj gksdj dgk] ¶bl jkT; esa yksx vdky ls ej jgs gSaA
eq>s muosQ fy, osQoy ipkl gT+kkj #i, pkfg,A og #i;k feyrs gh eSa
le>w¡xk eq>s esjh iwjh fHk{kk fey xbZ gSA¸

jktk us dgk] ¶ijarq ml fnu ,d vkneh us eq>ls dgk Fkk fd yksxksa osQ fy,
nl g”kkj #i, gh cgqr gksaxsA¸

la U;klh us dgk] ¶exj vkt eSa dgrk g¡ w  fd ipkl gT+kkj ls ,d iSlk
de ugha yw¡xkA¸

jktk fxM+ fxM+ k;k] ea=kh fxM+ fxM+ k ,] lHkh fxM+ fxM+ k,A exj la U;klh vius
opu ij MVk jgkA vkf[kjdkj ykpkj gksdj jktdks"k ls ipkl gT+kkj #i,
la U;klh dks nsus osQ ckn gh jktk dh tku cphA

iwjs ns'k esa [kcj iSQy xbZ fd vdky ds  dkj.k jktdks"k ls ipkl g”kkj #i,
jkgr esa fn, x, gSaA lHkh us dgk] ¶gekjs egkjkt d.kZ tSls gh nkuh gSaA¸
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