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BASIC COMPUTER & MS OFFICE 

Sample Question Answer for THEORY Examination 

Q1. What is a Computer? (            ?) 

Answer (English): 

A computer is an electronic device that accepts data 

as input, processes it according to instructions, 

stores it, and produces meaningful information as 

output. It works with the help of hardware and 

software. Computers perform calculations very 

quickly and accurately. 

Today, computers are used in schools, offices, 

hospitals, banks, industries, research centers, and 

homes. Modern computers include desktops, 

laptops, tablets, and smartphones. 

Basic Functions of a Computer 

 Input  
 Processing  
 Storage  
 Output  

Uses of Computer 

 Education  
 Banking  
 Business  
 Entertainment  
 Communication  
 Healthcare  

 

    (Hindi): 

       ए                                    

      (Data)            ,       ए  ए            

                    ,                       

   औ                (Information)           

    

                औ                            

                   ,                             

                                

                   

        

           

        

         

                

       

         

        

         

          

        
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Q2. What is Hardware? (              ?) 

Answer (English): 

Hardware refers to the physical parts of a computer 

that can be seen and touched. It includes all 

electronic and mechanical components required for 

the computer to work. 

Examples 

 Keyboard  
 Mouse  
 Monitor  
 CPU  
 Printer  
 Hard Disk  
 RAM  
 Motherboard  

Types of Hardware 

1. Input Devices  
2. Output Devices  
3. Storage Devices  
4. Processing Devices  

Importance 

Hardware provides the platform on which software 

runs. Without hardware, a computer cannot operate. 

 

    (Hindi): 

                                                 

औ                                          

ए              ण                     

       

         

       

         
 CPU  

        

           
 RAM  

          

                 

1.               

2.                

3.               

4.                  

    

                                           औ  
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Q3. What is Software? (             ?) 

Answer (English): 

Software is a collection of programs and 

instructions that tells the computer what to do. It 

cannot be touched because it is intangible. 

Types of Software 

1. System Software 

 Windows  
 Linux  
 Android  

2. Application Software 

 MS Word  
 MS Excel  
 Photoshop  
 Chrome  

Importance 

Software controls hardware and enables users to 

perform different tasks. 

 

    (Hindi): 

                (Programs)                    

                         ए                        

                            (Intangible)          

                

1.              

 Windows  
 Linux  
 Android  

2.                 

 MS Word  
 MS Excel  
 Photoshop  
 Chrome  
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Q4. What is CPU? (CPU      ?) 

Answer (English): 

CPU (Central Processing Unit) is known as the 

brain of the computer because it performs all 

calculations and controls every operation of the 

computer. 

Main Parts of CPU 

 ALU (Arithmetic Logic Unit)  
 CU (Control Unit)  
 Registers  

Functions 

 Executes instructions  
 Performs arithmetic operations  
 Controls hardware  
 Processes data  

Importance 

A faster CPU improves computer performance and 

multitasking. 

 

    (Hindi): 

CPU (Central Processing Unit)              

     (Brain)                                  

                                                

                    

CPU            

 ALU  
 CU  
 Registers  

     

                       

  ण         

                  

                               

    

    CPU               ए                     
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Q5. What is RAM? (RAM      ?) 

 

Answer (English): 

RAM (Random Access Memory) is a temporary 

memory that stores the data and programs currently 

being used by the CPU. 

RAM is volatile memory, which means all stored 

data is lost when the computer is switched off. 

Features 

 Temporary storage  
 High speed  
 Improves performance  
 Supports multitasking  

Advantages 

 Faster data access  
 Smooth running of applications  
 Better multitasking  

 

    (Hindi): 

RAM (Random Access Memory)           

      (Temporary)                             

           ए             औ                        

RAM Volatile Memory   ,                       

                                  

          

               

          

                              

                              

    

          ए     

                        

                 
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Q6. What is ROM? (ROM      ?) 

Answer (English) 

ROM (Read Only Memory) is a non-volatile 

memory that permanently stores important 

instructions required to start a computer. Unlike 

RAM, the data stored in ROM is not erased when 

the computer is switched off. 

ROM contains the BIOS/Firmware, which helps 

initialize hardware and start the operating system 

during the booting process. 

Features of ROM 

 Permanent memory  
 Non-volatile  
 Stores boot instructions  
 Cannot be easily modified  

Types of ROM 

 PROM (Programmable ROM)  
 EPROM (Erasable Programmable ROM)  
 EEPROM (Electrically Erasable Programmable 

ROM)  

Uses 

 Stores BIOS/Firmware  
 Starts the computer  
 Controls hardware during booting  

    (Hindi) 

ROM (Read Only Memory) ए       

(Permanent) ए   Non-Volatile Memory          

                                                  

    

ROM    BIOS    Firmware        ,              

          (Booting)                    

ROM              

              
 Non-Volatile Memory  

                              

                             

ROM         

 PROM  
 EPROM  
 EEPROM  

      

 BIOS              

           Boot       

                           
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Q7. What is an Operating System? (                   ?) 

Answer (English) 

An Operating System (OS) is system software that 

acts as an interface between the user and the 

computer hardware. It manages all hardware 

resources and provides a platform for application 

software. 

Functions 

 Memory Management  
 File Management  
 Process Management  
 Device Management  
 Security  
 User Interface  

Examples 

 Microsoft Windows  
 Linux  
 macOS  
 Android  
 iOS  

Importance 

Without an operating system, a computer cannot run 

applications or communicate with the user. 

 

    (Hindi) 

              (OS) ए                     

          औ                                    

              

         

               

             

              

               

        

                    

       

 Windows  
 Linux  
 Android  
 macOS  
 iOS  
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Q8. What is MS Word? (MS Word      ?) 

Answer (English) 

MS Word is a word processing software developed 

by Microsoft. It is used for creating, editing, 

formatting, saving, and printing documents. 

Features 

 Text Formatting  
 Spell Check  
 Grammar Check  
 Tables  
 Pictures  
 Mail Merge  
 Header & Footer  
 Templates  

Uses 

 Letters  
 Reports  
 Resumes  
 Certificates  
 Office Documents  

Advantages 

 Easy editing  
 Professional formatting  
 Print-ready documents  

 

    (Hindi) 

MS Word                      ए  Word 

Processing Software     

                       ,             , 

          ,                           ए      

         

              

 Text Formatting  
 Spell Check  
 Grammar Check  
 Table  
 Picture  
 Mail Merge  
 Header & Footer  

      

     

         

         

    ण    

                   
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Q9. What is MS Excel? (MS Excel      ?) 

Answer (English) 

MS Excel is a spreadsheet software developed by 

Microsoft. It is used to organize, calculate, analyze, 

and present data in rows and columns. 

Features 

 Formulas  
 Functions  
 Charts  
 Pivot Table  
 Conditional Formatting  
 Sorting & Filtering  

Common Functions 
 SUM()  
 AVERAGE()  
 MAX()  
 MIN()  
 IF()  
 VLOOKUP()  

Uses 
 Accounting  
 Budget  
 Payroll  
 Data Analysis  
 Inventory Management  

 

    (Hindi) 

MS Excel                      ए  

Spreadsheet Software     

                             ,  ण        

         ण           ए               

              

 Formula  
 Functions  
 Charts  
 Pivot Table  
 Conditional Formatting  

 Sorting ए   Filtering  

      

          

      

             

           ण  

            
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Q10. What is MS PowerPoint? (MS PowerPoint      ?) 

Answer (English) 

MS PowerPoint is presentation software developed 

by Microsoft. It is used to create attractive slide 

presentations. 

Features 

 Slides  
 Themes  
 Animations  
 Transitions  
 Charts  
 Audio & Video  
 Presenter View  

Uses 

 Classroom Teaching  
 Business Meetings  
 Seminars  
 Training  
 Project Presentation  

 

    (Hindi) 

MS PowerPoint             Presentation 

Software     

                            (Presentation) 

           ए               

          

 Slides  
 Themes  
 Animation  
 Transition  
 Charts  

 Audio ए   Video  

      

       

          

          

     ण  

              
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Q11. What is a File? (          ?) 

Answer (English) 

A file is a collection of related information stored 

on a computer under a specific name. Every file has 

a filename and an extension. 

Examples 

 Report.docx  
 Photo.jpg  
 Music.mp3  
 Video.mp4  
 Data.xlsx  

Advantages 

 Easy storage  
 Easy retrieval  
 Secure management  

 

    (Hindi) 

                                                  

          ए                                  

             ए      (Filename)     

Extension          

       
 Report.docx  
 Photo.jpg  
 Video.mp4  
 Data.xlsx  

    

                      

                           

           ण  
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Q12. What is a Folder? (          ?) 

Answer (English) 

A folder is a container used to organize files and 

other folders. 

Uses 

 Organizes files  
 Easy searching  
 Better management  
 Data protection  

Example 

Documents Folder, Pictures Folder, Downloads 

Folder. 

    (Hindi) 

     ए                                      

                                

      

                       

                  

             

            ण  

       

Documents, Pictures, Downloads Folder 
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Q13. What is the Internet? (             ?) 

Answer (English) 

The Internet is a worldwide network of 

interconnected computers that allows users to 

communicate and share information. 

Services 

 Email  
 Web Browsing  
 Online Banking  
 Online Shopping  
 Video Calling  
 Social Media  

Advantages 

 Fast communication  
 Online learning  
 Business  
 Entertainment  

 

    (Hindi) 

                             ए                  

                -                         

         

           

 ई-     

          

                

                

             

              

    

            

              

        

          
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Q14. What is Cloud Storage? (                ?) 

Answer (English) 

Cloud Storage is an online service used to store data 

on remote servers instead of a local computer. 

Examples 
 Google Drive  
 OneDrive  
 Dropbox  
 iCloud  

Advantages 
 Anywhere Access  
 Automatic Backup  
 Easy Sharing  
 Secure Storage  

Uses 
 File Backup  
 Team Collaboration  
 Online Storage  

    (Hindi) 

           ए                            

                                               

       

 Google Drive  
 OneDrive  
 Dropbox  
 iCloud  

    

            ए     

            

               

              
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Q15. What is Antivirus Software? (                       ?) 

 

Answer (English) 

Antivirus software is a security program that 

protects a computer from viruses, malware, 

spyware, ransomware, and other cyber threats. 

It scans files, detects harmful programs, removes 

infections, and keeps the system secure. 

Features 

 Virus Detection  
 Malware Protection  
 Real-time Security  
 Automatic Updates  
 File Scanning  

Examples 

 Windows Defender  
 Norton  
 McAfee  
 Avast  
 Quick Heal  

Advantages 

 Protects data  
 Improves security  
 Removes viruses  
 Keeps the system safe  

 

    (Hindi) 

ए                 ए                           

        ,        ,        ,                  

          

                        ,                    , 

                                           

                

              

                
 Real-time Protection  
 Automatic Update  
 File Scanning  

       

 Windows Defender  
 Norton  
 McAfee  
 Avast  
 Quick Heal  

    

                

                

                            

                     

  

 


