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myF: 06 – nrhy;Kiw topg;gLj;jy; (Word Processing) 
1. nrhy;Kiw topg;gLj;jy; nkd;nghUspy; jahupf;fg;gl;l Mtznkhd;wpd; Nfhg;G ePl;rpahf 

miktJ vJ? 
1) .exe   2) .docx  3) .html  4) .pptx 

 

2. gpd;tUtdtw;Ws; nrhy;Kiw topg;gLj;jy; nkd;ghUshf mikahjJ vJ? 
1) Microsoft Office Word   2) iwork    

3) Apple Inc     4) LibreOffice Writer 
 

3. gpd;tUtdtw;Ws; ,izaj;jpd; %yk; gad;gLj;jg;gLk; nrhy;Kiw topg;gLj;jy; nkd;nghUs; 
njhFjp njhlu;ghd rupahd $w;W vJ? 
1) ,jidg; gad;gLj;Jtjw;F fzpdp td;tl;by; Nkyjpf ,lj;jpid xJf;f Ntz;Lk;. 
2) ,jidg; gad;gLj;Jtjw;F Kd;du; fzpdpapy; ,t; nkd;nghUspid epWTjy; Ntz;Lk;. 
3) ,jidg; gad;gLj;jp Nrkpf;fg;gLk; Mtzj;jpidr; ve;jnthU ,izaj;js trjpAs;s 

fzpdpapd; %yKk; kPsj; jpwf;fyhk;.  
4) Google Docs, AbiWord, LibreOffice Writer vd;gd ,izaj;jpd; %yk; gad;gLj;jg;gLk; 

nrhy;Kiw topg;gLj;jy; nkd;nghUSf;F cjhuzq;fshFk;. 
 

4. nrhy;Kiw topg;gLj;jy; nkd;nghUs; njhlu;ghd gpd;tUk; $w;Wf;fisf; fUJf. 
A – vOj;Jf;fis ntt;NtW msTfspYk;> epwq;fspYk; khw;wk; nra;ayhk;. 
B – tbtq;fisAk; tiuglq;fisAk; tiua KbAk;. 
C – vOj;Jf;fSf;F mirT+l;lq;fs; toq;fyhk;. 

Nkw;$wpa  $w;Wf;fspy; vJ  vit rupahdJ  rupahdit? 
1) A,  B kl;Lk; 2) A, C kl;Lk; 3) A, B, C midj;Jk;  4) C kl;Lk; 
 

5. nrhy;Kiw topg;gLj;jy; nkd;nghUisg; gad;gLj;jp cUthf;fpa Mtzk; njhlu;Ggl;l 
gpd;tUk; $w;Wf;fisf; fUJf. 
A – xU nrhw;nwhlupy; tbtikf;fg;gl;l midj;J tbtikg;GfisAk; format painter glTU 

%yk; Njitahd gFjpf;F tbtikg;Gr; nra;ayhk;. 
B – Mtznkhd;wpy; kP ,izg;Gf;fis Vw;gLj;j KbahJ. 
C -  ml;ltiz xd;wpYs;s fyq;fis NkYk; epiu> epuyhf gpupf;fyhk;. 

Nkw;$wpa  $w;Wf;fspy; vJ  vit rupahdJ  rupahdit? 
1) A,  B kl;Lk; 2) A kl;Lk; 3) B, C kl;Lk;  4) A, C kl;Lk; 
 

6. nrhy;Kiw topg;gLj;jy; nkd;nghUspy; nrhw;fs;> trdq;fs; Mfpatw;wpd; vOj;jikg;G> 
,yf;fz Kiwik Mfpatw;iw rup ghu;f;fg; gad;gLk; fUtp gpd;tUtdtw;Ws; vJ? 
1)     2)    3)     4)  
 

7. nrhy;Kiw topg;gLj;jy; nkd;nghUspy; ml;ltizapYs;s fynkhd;iwg; NkYk; epiu> 
epuyhfg; gpupf;fg; gad;gLj;jg;gLk; fUtp ahJ? 
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1)  Split Cell  2) Merge Cell  3) Split Table  4) Insert Rows & Columns 
 

8. xNu fbjj;ij gy egu;fSf;F mDg;Gtjw;fhf nrhy;Kiw topg;gLj;jy; nkd;nghUspy; 
gad;gLk; fUtp vJ? 
1) insert  2) Mail Merge  3) Design  4) Page Setup 

 
9. nrhy;Kiw topg;gLj;jy; nkd;nghUisg; gad;gLj;jp Mtzq;fs; jahupf;Fk; NghJ 

gad;gLj;jg;gLk; nrhw;fSf;Fg; gjpyhf mjd; fUj;Jf;fis cila NtW nrhw;fisg; 
gad;gLj;j Njitahd fUtp vJ?  
1) epfz;L (Thesaurus)  2) nrhw;fis NjLjYk; khw;wpLjYk; (Find & Replace ) 

3) gpujpnaLj;jy; (Copy)  4) mQ;ry; xd;wpizg;G (Mail Merge) 
 

10. nrhy;Kiw topg;gLj;jy; nkd;nghUs; gad;gLj;jp cUthf;fg;gl;l O2 ,y; 2 ,id jl;lr;R 
nra;tjw;F gpd;tUtdtw;Ws; vjidg; gad;gLj;jyhk;? 
1) Subscript  2) Superscript  3) Font Face  4) Highlight 

 

11. fPNo jug;gl;l A vDk; thf;fpak; nrhy;Kiw topg;gLj;jy; nkd;nghUisg; ghtpj;J 
tbtikf;fg;gl;L B vDk; Njhw;wk; ngwg;gl;Ls;sJ. 
A - Word processing software 

B - Word processing software 
A ,y; ,Ue;J B iag; ngWtjw;F gad;gLj;jpa fUtpfs; ahit? 
1) Bold, Italic, Underline   2) Font Size, Italic, Strikethrough 

3) Strikethrough, Bold, Italic   4) Font Size, Bold, Underline 

 
12. nrhy;Kiw topg;gLj;jy; nkd;nghUspy; cjtpiag; ngWtjw;fhd nraw;rhtp (Function Key) 

vJ? 
1) F1   2) F12   3) F5   4) F7 

 
13. nrhy;Kiw topg;gLj;jy; nkd;nghUspy; Gjpa Mtznkhd;iwg; ngw;Wf;nfhs;tjw;F gad;gLk; 

FWf;Fr; rhtp vJ? 
1) Shift + N  2) Ctrl + O  3) Ctrl + X   4) Ctrl + N 

 
14. nrhy;Kiw topg;gLj;jy; nkd;nghUspy; Ctrl + O vd;w FWf;Fr; rhtpapd; gad;ghL ahJ? 

1) Mtzj;ij Nrkpj;jy;   2) Mtzj;ij jpwj;jy; 
3) Mtzj;ij njupT nra;jy;.  4) Gjpa Mtznkhd;iwg; ngw;Wf; nfhs;sy;. 
 

15. nrhy;Kiw topg;gLj;jy; nkd;nghUspy; vOj;Jf;fisg; gpujp nra;jy;> xl;Ljy; vd;gtw;Wf;Fg; 
gad;gLk; FWf;Fr; rhtpfs; vJ? 
1) Ctrl + V, Ctrl + C    2) Ctrl + C, Ctrl + P   

3) Ctrl + X, Ctrl + V    4) Ctrl + C, Ctrl + V 

 
16. nrhy;Kiw topg;gLj;jy; nkd;nghUspy; Nrkpf;fg;gl;Ls;s Gr10.docx vDk; Nfhg;gpid 

WordEx.xps Nfhg;ghfTk; Nrkpg;gjw;Fg; gad;gLk; nrhy;Kiw topg;gLj;jy; fl;lis vJ? 

1) File  Save As 2) Ctrl + S  3) Ctrl + O   4) File  Save 
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17. nghJthf Ctrl + X vd;w nraw;ghl;bd; tpisthdJ ? 
1) gpujp nra;jy; 2) xl;Ljy;  3) njupT nra;jy;  4) ntl;Ljy; 
 

18. jahupf;fg;gl;l Mtznkhd;iw mr;rpLjy; njhlu;ghd gpd;tUk; $w;Wf;fisf; fUJf. 
A – Ctrl + B FWf;Fr; rhtpapd; %yk; mr;rpLtjw;fhd nrhy;yhlw; ngl;bapidg; ngwyhk;.  
B – jahupj;J Kbj;j Mtzj;ij mr;rpl Kd;du; Print Preview %yk; mt; Mtzk; vkJ 

Njitf;Nfw;wthW tbtikg;Gfs;> vy;iyfs; Nghd;wd rupahf mike;Js;sdth vd 
mwpayhk;. 

C – Ctrl + P FWf;Fr; rhtpapd; %yk; mr;rpLtjw;fhd nrhy;yhlw; ngl;bapidg; ngwyhk;. 

Nkw;$wpa  $w;Wf;fspy; vJ  vit rupahdJ  rupahdit? 
1) A,  B kl;Lk; 2) A, C kl;Lk; 3) B, C kl;Lk;  4) A, B, C midj;Jk; 
 

19. Libre Office Writer ,y; xU Gjpa Mtznkhd;iwj; jpwg;gjw;F gad;gLk; topKiw vJ? 

1) File  New  Blank Document  2) File  New  Text Document 

3)  File  Blank Document   4) File  Open  Text Document 

 

20.          mUNf jug;gl;Ls;s Neu;gLj;jy;fs; vit? 
1) ,lJ> kj;jp> tyJ   2) kj;jp> tyJ> rkk; 
3) kj;jp> tyJ> ,lJ   4) kj;jp> ,lJ> rkk;
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gFjp – II 
 
 

1. nrhy;Kiw topg;gLj;jy; nkd;nghUisg; gad;gLj;jp gpd;tUk; tpdhf;fSf;F 
tpilaspf;Ff. 
 

 

 

 

 

 

 

 

rinter is a device that accepts text and graphic output from a computer and 

transfers the information to paper, usually to standard size sheets of papers. 

There are two main types of printers. These are, 

Impact Printers Non-Impact Printers 

 Dot Matrix Printer  Laser Printer 

 Line Printer  Ink Jet Printer 

  Thermal Printer 

 

 
 
 
 
 
1) A ,idg; ngWtjw;Fg; gad;gLj;jg;gl;l fUtp ahJ? 
2) B ,idg; ngWtjw;Fg; gad;gLj;jg;gl;l fUtp ahJ? 
3) C ,idg; ngWtjw;Fg; gad;gLj;jg;gl;l fUtp ahJ? 
4) D ,idg; ngWtjw;Fg; gad;gLj;jg;gl;l fUtpfs; ahit? 
5) E ,idg; ngWtjw;Fg; gad;gLj;jg;gl;l fUtp ahJ? 
6) F ,idg; ngWtjw;Fg; gad;gLj;jg;gl;l fUtpfs; ahit? 
 

P 

A 
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F 
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tpilfs; 
 

gFjp - I 
 

01. 2 11. 3 

02. 3 12. 1 

03. 3 13. 4 

04. 1 14. 2 

05. 4 15. 4 

06. 2 16. 1 

07. 1 17. 4 

08. 2 18. 3 

09. 1 19. 2 

10. 1 20. 2 

 
 

gFjp - II 
 
 
1.  

1) Word Art 

2) Pictures 

3) Drop Cap 

4) Bold, Underline 

5) Table 

6) Bullets, Italic 

 


