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Preface | udra+T

This book, Employability Skills, has been specially
designed to help students succeed in both academic
examinations and career-oriented preparation.

It includes detailed Theory of Employability Skills, and a
question bank in mock test format based on the NIMI
exam pattern.

This book follows the latest syllabus prescribed by
DGT/NCVT and is aligned with the latest NIMI
examination pattern. It is structured for easy
understanding and practical application.

The MCQs in this book have been designed at multiple
levels—Remembering, Understanding, Application, and
Analysis—in a dual-language format to enhance
conceptual clarity and examination readiness.

Our goal is not only to help students excel in ITI courses
and NCVT examinations, but also to prepare them for
competitive employment opportunities in both the
government and private sectors.

g o, TRarafafadt fenrew, fenfefat ot Qerfore adtemst aan
HRER-Fied TIR g1 F TherdT = & 3227 9 Ay w0 & R
TR

s Trrafafad frew & faeqa fAgia aan NIMI odien et
R 3R Ak 3% ey A w9l dh e 21

Ig g&ic DGT/NCVT gRT RefRa adi=aw uresha 1 ure st &
qerr Fdaq NIMI wter de & 3%y R &l 718 &1 $9 TR 99gT
3R eATegTRer IUANT ! &4 H Tad gy FRfAd faar mar g1

39 g%de A fQT 77 MCQs &l g-F04 TRI—AR0T, 69,
ITuANT, 3R fAsdwor—R fgamdt urey # dUR fohar ma g, arfs
TeheTHTaeh TET TUT URI&T-ARdT ! g6 fohdl ST Tk |

THRT 3237 daet fAenfefal st ITI utawshal vd NCVT udtemait o
IpE Uge & foig Fer g € T8, afcs 3% wweert qar fAsh
S &t # gfaweff AsTR eraeRt & faw ot R e 2l

How to Study This Book | 39 ¥ &l eI hdl

The Theory section is covered in detail. Students are
advised to study this section thoroughly and carefully, and
to develop a clear conceptual understanding with the help
of detailed explanations, diagrams, and a flow-based
presentation.

Practice the MCQs only after completing the theory part of
the module.

Students are advised to study this book in only one
language, either Hindi or English. They should not
compare the Hindi version with the English version during
study.

In case of any discrepancy in technical terminology,
translation, or conceptual interpretation, the English
version shall be considered authoritative.

At the end of the book, practice sets based on the NIMI
exam pattern have been provided. Students are strongly
advised to practice these questions at least twice before
appearing for the examination.

To practice the question bank in a computer-based mock
test format, scan the QR code provided in the last part of
the book.
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Syllabus

Modules

Employability Skills - First Year

Introduction to
Employability Skills

Outline the importance of Employability Skills for the current job market and future of work. List
different learning and employability related GOI and private portals and their usage. Research
and prepare a note on different industries, trends, required skills and the available
opportunities

Constitutional values -

Explain the constitutional values, including civic rights and duties, citizenship, responsibility

Citizenship towards society etc. that are required to be followed to become a responsible citizen. Discuss
the role of personal values and ethics such as honesty, integrity, caring and respecting others,
etc. in personal and social development.

Becoming a Discuss relevant 21st century skills required for employment. Highlight the importance of

Professional in the
21st Century

practicing 21st century skills like Self-Awareness, Behaviour Skills, time management, critical
and adaptive thinking, problem-solving, creative thinking, social and cultural awareness,
emotional awareness, learning to learn etc. in personal or professional life. Create a pathway for
adopting a continuous learning mindset for personal and professional development.

Basic English Skills

Use appropriate grammar and sentences while interacting with others. Read English text with
appropriate articulation. Role plays a situation on how to talk appropriately to a customer in
English, over the phone or in person. Write a brief note/paragraph / letter/e -mail using correct
English.

Career Development
& Goal Setting

Create a career development plan. Identify well-defined short- and long-term goals

Communication Skills

Demonstrate how to communicate effectively using verbal and nonverbal communication
etiquette. Write a brief note/paragraph on a familiar topic. Explain the importance of
communication etiquette including active listening for effective communication. Role plays a
situation on how to work collaboratively with others in a team.

Diversity and
Inclusion

Exhibit how to behave, communicate, and conduct oneself appropriately with all genders and
PwD

Financial and Legal
Literacy

Discuss various financial institutions, products, and services. Demonstrate how to conduct
offline and online financial transactions, safely and securely and check passbook/statement.
Explain the common components of salary such as Basic, PF, Allowances (HRA, TA, DA, etc.), tax
deductions. Calculate income and expenditure for budgeting. Discuss the legal rights, laws, and
aids.

Essential Digital Skills

Describe the role of digital technology in day-to-day life and the workplace. Demonstrate how to
operate digital devices and use the associated applications and features, safely and securely.
Demonstrate how to connect devices securely to internet using different means. Follow the dos
and don’ts of cyber security to protect against cybercrimes. Discuss the significance of
displaying responsible online behaviour while using various social media platforms. Create an e-
mail id and follow e- mail etiquette to exchange e -mails. Show how to create documents,
spreadsheets and presentations using appropriate applications utilize virtual collaboration tools
to work effectively.

Entrepreneurship

Describe the types of entrepreneurship and enterprises. Discuss the process of identifying
opportunities for potential business and relevant regulatory and statutory requirements.
Describe the 4Ps of Marketing-Product, Price, Place and Promotion and apply them as per
requirement. Create a sample business plan, for the selected business opportunity. Discuss
various sources of funding and identify associated financial and legal risks with its mitigation
plan.

Customer Service
Duration

Describe different types of customers. Role play a situation on how to identify customer needs
and respond to them in a professional manner. Explain various tools used to collect customer
feedback. Discuss the significance of maintaining hygiene and dressing appropriately.

Getting ready for
apprenticeship & Jobs

Draft a professional Curriculum Vitae (CV). Use various offline and online job search sources
such as employment exchanges, recruitment agencies, and job portals respectively.
Demonstrate how to apply to identified job openings using offline /online methods as per
requirement. Discuss how to prepare for an interview. Role play a mock interview. List the steps
for searching and registering for apprenticeship opportunities.

Introduction to
Artificial Intelligence
(AT)

Understanding AL How does Al work? Types of Al. What can Al do? Impact of Al on Jobs &
Industries. Exploring Careers with AL Learning with Al Using Al Responsibly.

Modules

Employability Skills - Second Year

Basic Career Skills

Learners will be able to build a resume, cover letter & a job application, Learners will be able to
use basic English Skills to communicate in Formal Situations, Learners will be able to use basic




English Skills to communicate in Informal Situations, Learners will be able to demonstrate
workplace etiquette, effective teamwork in real-life situations.

Future Work Skills

Learners will be able to list out the essential skills required for the Future Workplace, using
online & offline modes to collect information, Learners will be able to use their knowledge of
platform & gig economy to identify jobs relevant to them, Learners will be able to identify self-
employment opportunities relevant to them, Learners identify and solve for challenges in
migrating for work opportunities, Learners explore the SDIP platform to identify potential
international job opportunities available to them, Learners will be able to differentiate
workplace practices that align/misalign with green mindset.

Engagement Activity
1: Family Engagement

Family members gain awareness of the career aspirations, job opportunities available for the
learners and develop an encouraging mindset Learners get a more conducive environment for
career development.

Entrepreneurial Skills

Learners will be able to identify the stages of the design thinking process, Learners will be able
to apply design thinking principles to solve a real-life problem, Learners will be able to apply
design thinking principles to identify a potential business idea, Learners will be able to build and
present a comprehensive business plan including marketing, finance, scale up, accounting,
reflecting entrepreneurial mindset.

Internet Skills

Learners will be able to use the internet to find, sort & present information on a given topic and
reflect on their self-learning process, Learners will be able to use the internet to explore key job
portals, identify and apply for potential jobs, Learners will be able to apply for jobs by attaching
their resume, cover letter & other relevant documents via email, Learners will be able to identify
how to use social media tools such as WhatsApp, YouTube, Instagram etc to build alternate
career paths.

Engagement Activity
2: Alumni
Engagement

Learners gain deeper insights about the workplace, its challenges and new ideas to solve for the
problems, Learners feel a greater sense of motivation and confidence towards their career.

Professional Skills

Learners will be able to demonstrate people skills, personality skills, thinking skills required in
various workplace scenarios, Learners will be able to state the importance of CPD for their
career growth, Learners are able to identify relevant online courses for upskilling/continuous
learning, Personality Skills: Adaptability, Flexibility, Growth Mindset, Thinking Skills: Creative
Thinking, Negotiation & Decision Making, Future Thinking

Engagement Activity
3: HR Interaction

Learners will be able to resolve their workplace and career related queries, Learners feel a
greater sense of motivation and confidence towards their career.
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9. Essential Digital Skills | fraas fafSiest wle
9.1 Digital Technology | f2fStee witenficht

Dlgltal Devices [ D L.| L...I I—_._—ID l Computlltors

Internet Connectivity

ECAE

Software

Applications and Services
VAT 3R

&>
ol o M Usersiﬂ'ﬂ’lﬂﬁf@@

Digital Transactions and Communication / f$ftrea a9¢a GﬁTW

= @ efficient information sharing /WWH@W
L@ <(_> business operations / ATAATRI® W :}

* Benefits / @TH: Faster communication / a9 R, Increased efficiency / 9a! §% &&dl, Easy access / 39 Ugd

o Limitations / §HTE: Cybersecurity / TT3aR TR&T, Privacy concerns/ TU=taar feiamd, Digital Divide / f$foea srammar
Fig. 9.1: Digital Devices and Communication Systems | f2fSies 3usror vd SR yonfaar

9.1.1 Introduction to Digital Technology (Fig. 9.1)
Digital technology refers to electronic technologies
that create, process, store, and transmit information
in digital form. It has evolved from simple computing
devices to advanced systems such as smartphones,
cloud computing, and artificial intelligence. Digital
technology plays a vital role in modern life and
workplaces.

9.1.2 Components of Digital Technology
The main components of digital technology are:
¢ Hardware: Computers, smartphones,
tablets, printers.
e Software: Operating systems and application
programs.
¢ Network Technologies: Internet, Wi-Fi,
mobile networks.
o Digital Services: E-mail, cloud storage,
online banking, e-governance.
9.1.3 Role in Daily Life and Workplace
Digital technology supports communication, online
education, digital banking, healthcare services,
entertainment, and online shopping. In workplaces,
it improves communication, teamwork, data
management, automation, and productivity.

9.1.4 Benefits and Limitations
Benefits include faster communication, increased
efficiency, easy access to information, and better
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decision-making. Limitations include dependence on
technology, cybersecurity threats, privacy concerns,
and unequal access to digital resources (digital
divide).

9.1.5 Applications and Case Study

Digital technology is widely used in manufacturing
industries, service sectors, government services, and
educational institutions. For example, a workshop
that replaced paper records with a digital
management system achieved faster data retrieval,
reduced errors, and improved productivity.

9.1.6 Schematic Diagram of Digital Ecosystem
Digital Devices

Internet Connectivity

l

Applications and Services

|

Users

|

Digital Transactions and Communication

This ecosystem enables efficient information sharing,
business operations, and digital services across
various sectors.
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9.2 Operating Digital Devices and Using Applications Safely and Securely
| fafSeet SuehRull 1 TaTA Td AU bl GRIA| SR TRfaa Iuh
Introduction to Digital Devices (f3fSies Suenzunt a1 uR=m)

Types of Digital Devices

Basic Components

Block Diagram of Digital Device Operation
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Fig. 9.2: Introduction to Digital Devices | f3fStea Suzult @1 uR=a

9.2.1 Introduction to Digital Devices (Fig. 9.2)
Digital devices are electronic devices that process,
store, and communicate information in digital form.
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They are widely used in education, industry, offices,
and daily life for efficient work and communication.

9.2.2 Types of Digital Devices

Common digital devices include Desktop Computers,
Laptops, Tablets, Smartphones, and Smart Devices
such as smart watches and smart TVs.

9.2.3 Basic Components of a Digital Device
A digital device consists of:
e Input Devices: Keyboard, mouse, scanner.
e Output Devices: Monitor, printer, speaker.
e Processing Unit: CPU (Central Processing
Unit).
e Storage Devices: Hard disk, SSD, pen drive.
9.2.4 Operating Systems
An Operating System (OS) is system software that
manages hardware and software resources.
Common operating systems are Windows, Android,
Linux, and iOS.

9.2.5 Common Applications in Digital Devices
Digital devices use applications such as word
processors, spreadsheets, presentation software,
web browsers, and media players.

9.2.6 Working Principle of Digital Device
Operation

The operation follows four stages: Input —
Processing — Storage — Output.

9.2.7 Safe Usage of Digital Devices

Protect devices with passwords, perform regular
data backups, download software only from trusted
sources, and install updates regularly.

9.2.8 Merits and Demerits

Merits: Efficiency, portability, connectivity, and easy
access to information.

Demerits: Data loss, security threats, and device
malfunction due to improper use.

9.2.9 Example of Operating a Digital Device

Start the computer using the power button, log in,
open applications, save work, close applications, and
shut down the system properly.

9.2.10 Block Diagram of Digital Device Operation
Input Device

|

CPU

|

Storage Unit

|
Output Device
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9.3 Internet Connectivity | gexe wAfaefadt
INTRODUCTION TO INTERNET CONNECTIVITY (e3¢ shrfeefadl e ulR=a)
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Fig. 9.3: Introduction to Internet Connectivity | ge3-e wfaefadt =1 afk=g

9.3.1 Introduction to Internet Connectivity (Fig.
9.3)
The Internet is a global network that connects
computers and digital devices worldwide. Internet
connectivity enables communication, information
sharing, online learning, and access to digital
services. It is essential in modern workplaces and
workshops.
9.3.2 Methods of Internet Connection
Internet can be connected through:
¢ Wired Connection: Uses Ethernet cable for
stable connectivity.
¢ Wi-Fi Connection: Wireless connection
through a router.
e Mobile Data: Internet provided by cellular
networks.
¢ Hotspot Connection: Sharing internet from
a mobile device.
9.3.3 Network Devices
¢ Modem: Connects the network to the
Internet Service Provider (ISP).
e Router: Distributes internet to multiple

devices.

e Switch: Connects multiple devices in a local
network.

e Access Point: Extends wireless network
coverage.
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9.3.4 Working Principle of Internet Connectivity
A device connects to a modem or router. Data is
transmitted through the network and reaches the
ISP, which provides internet access.
9.3.5 Secure Internet Connection Practices
Use strong Wi-Fi passwords, access secure websites
(HTTPS), enable network encryption (WPA2/WPA3),
and use a VPN for secure communication.
9.3.6 Merits of Internet Connectivity

e Global communication

e Easyinformation access

e Online services and digital transactions
9.3.7 Demerits of Unsecured Connectivity

o Data theft

e Malware attacks

e Unauthorized access to devices and networks

9.4 Cyber Security | |TgeR gR&T
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9.4.1 Introduction to Cyber Security (Fig. 9.4)
Cyber security is the practice of protecting
computers, mobile devices, networks, and digital
information from unauthorized access, attacks, and
damage. It is important because it safeguards
personal, financial, and workplace data from cyber
threats.
9.4.2 Cyber Threats
Cyber threats are harmful activities that target digital
systems.

¢ Malware: Malicious software designed to

damage systems.
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e Virus: A program that spreads by infecting
files.
¢ Ransomware: Locks data and demands
payment for access.
e Spyware: Secretly collects user information.
¢ Phishing: Fraudulent messages used to steal
sensitive information.
9.4.3 Cyber Crimes
Cyber crime refers to illegal activities carried out
using computers or the internet. Common cyber
crimes include identity theft, online fraud, hacking,
data theft, and cyber bullying.
9.4.4 Dos of Cyber Security
e Use strong and unique passwords.
e Enable two-factor authentication (2FA).
e Update software and antivirus regularly.
e Backup important files and data.
9.4.5 Don’ts of Cyber Security
e Do not share passwords.
e Do not click unknown links.
¢ Do not download untrusted files.
e Do not use unsecured public networks for
sensitive work.
9.4.6 Working Principle of Cyber Protection
Cyber protection works through threat detection,
prevention measures, and response mechanisms
to identify, block, and manage cyber attacks.
9.4.7 Merits of Cyber Security
Cyber security provides data protection, privacy
protection, and secure online transactions. It
improves trust and safety in digital activities.
9.4.8 Case Study on Cyber Fraud
An employee received a fake email requesting bank
details. The attack occurred due to phishing.
Verification of emails, employee awareness, and
security software could have prevented the fraud.
9.4.9 Block Diagram of Cyber Security Process
User

Security Measures
Threat Prevention

Secure System
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9.5.1 Introduction to Social Media (Fig. 9.5)
Social media refers to digital platforms that allow
users to create, share, and exchange information,
ideas, images, and videos through the internet.
Popular social media platforms include social
networking, messaging, video-sharing, and
professional networking applications. These
platforms are widely used for communication,
learning, and business purposes.
9.5.2 Responsible Online Behavior
Digital citizenship means using digital technologies
safely, ethically, and responsibly. Responsible online
conduct includes following platform rules, respecting
others, and protecting personal information.
9.5.3 Rules for Responsible Social Media Usage
Important rules include:

e Use respectful and polite communication.

e Protect personal and workplace information.

e Verify information before sharing.

e Follow ethical and legal online practices.
9.5.4 Online Risks and Challenges
Common online risks are cyberbullying, fake news,
identity theft, and online scams. These threats can
affect personal safety, reputation, and financial
security.
9.5.5 Merits of Responsible Online Behavior
Responsible social media use helps build a positive
digital reputation, creates a safe online environment,
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and improves communication and collaboration in
educational and workplace settings.

9.5.6 Demerits of Irresponsible Online Behavior
Irresponsible actions may cause reputation damage,
legal issues, cyber threats, and loss of trust among
employers, colleagues, and society.

9.5.7 Applications of Social Media

Social media is used for education, professional
networking, business promotion, skill development,
and information sharing.
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Fig. 9.6: Email Communication

9.6.1 Introduction to E-mail (Fig. 9.6)
E-mail (Electronic Mail) is a digital method of
sending and receiving messages through the
internet. It allows users to exchange information,
documents, images, and other files quickly.
Importance of E-mail Communication:
Fast and reliable communication
Widely used in offices and industries
Helps in official and professional
correspondence
Provides a written record of communication
9.6.2 Components of an E-mail
The main components of an e-mail are:

e To: Primary recipient's e-mail address.

e CC(Carbon Copy): Sends a copy to

additional recipients.
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e BCC (Blind Carbon Copy): Sends a hidden
copy to recipients.
e Subject: Brief title of the message.
e Message Body: Main content of the e-mail.
e Attachment: Files such as documents,
images, or PDFs.
9.6.3 Procedure for Creating an E-mail ID
Registration Process
1. Open an e-mail service website.
2. Click Create Account.
3. Enter personal details and choose a
username and password.
Verification Process
o Verify the mobile number or alternate e-mail
through OTP.
Account Activation
e After successful verification, the e-mail
account becomes active and ready for use.

9.6.4 E-mail Etiquette
Good e-mail etiquette improves professional
communication.
e Use professional and polite language.
e Write a clear and meaningful subject line.
e Start with proper greetings such as "Dear
Sir/Madam™.
e End with a professional signature containing
name and contact details.
9.6.5 Sending and Receiving E-mails
Composing E-mail
Enter recipient address, subject, and message.
Attaching Files
Use the attachment option to add documents or
images.
Sending E-mail
Click the Send button.
Reading Received E-mails
Open the Inbox and read received messages
carefully.

9.6.6 Merits of E-mail Communication
e Fast Communication: Messages are
delivered within seconds.
o Documentation: Creates a permanent
record.
¢ Global Accessibility: Can be accessed from
anywhere with internet connectivity.
9.6.7 Demerits of Improper E-mail Usage

e Spam: Unwanted promotional messages.

e Security Risks: Phishing and malware
attacks.

¢ Miscommunication: Poorly written
messages may create confusion.
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9.6.8 Example of Professional E-mail
Subject: Leave Application
Dear Supervisor,
I request leave for one day on 15 July 20XX due to
personal work.
Thank you.
Regards,
Rahul Kumar
Trainee
Professional Practices:
e Use correct grammar.
e Keep the message brief and clear.
e Check attachments before sending.
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Fig. 9.7: Office Productivity Applications Overview | &rRafed SATGhdT JIUANT T el

9.7.1 Introduction to Office Productivity
Applications (Fig. 9.7)

Office productivity applications are software tools
used to create, edit, store, and share information in
digital form. These tools help users perform office-
related tasks efficiently.

They are important in education, training institutes,

industries, and workplaces for preparing documents,

calculations, reports, and presentations. Common
examples include word processors, spreadsheet
applications, and presentation software.
9.7.2 Types of Office Applications
Office productivity applications are classified into:
e Word Processor: Used for creating letters,
reports, resumes, and documents.
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e Spreadsheet Application: Used for data
entry, calculations, budgeting, and analysis.

e Presentation Application: Used for creating
slideshows and visual presentations.

9.7.3 Creating Documents
Document creation involves entering text, applying
formatting such as font style, size, alignment, and
saving the file. Documents can be printed for official
use.
9.7.4 Creating Spreadsheets
Spreadsheets are used to enter data in rows and
columns. Formulas help perform calculations
automatically.
Examples:

e =A1+B1 (Addition)

e =A1-B1 (Subtraction)
9.7.5 Creating Presentations
Presentations consist of slides containing text,
images, charts, audio, and video. They are useful for
training sessions and project demonstrations.
9.7.6 Common Features of Productivity
Applications
Common features include:

e File management (Open, Save, Share)

e Editing tools (Cut, Copy, Paste)

e Formatting tools (Font, Color, Alignment)
9.7.7 Applications of Documents, Spreadsheets
and Presentations

e Documents: Reports, letters, resumes

e Spreadsheets: Budget sheets, attendance

records

e Presentations: Project presentations and

training sessions
9.7.8 Example of Office Productivity Tasks

e Creating a resume for job applications

e Preparing a monthly budget sheet

e Designing a project presentation
9.7.9 Program on Spreadsheet Formula Usage
Common formulas:

e Addition: =A1+B1

e SUM Function: =SUM(A1:A5)

e AVERAGE Function: =AVERAGE(A1:A5)
These formulas reduce manual calculation errors.
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Fig. 9.8: Virtual Collaboration and Digital Teamwork | ad3ra "gatT vd fafftea dwad

9.8.1 Introduction to Virtual Collaboration (Fig.
9.8)
Virtual collaboration is the process of working
together through digital technologies when team
members are located in different places. It helps
employees communicate, share information, and
complete tasks efficiently. In modern workplaces,
virtual collaboration supports remote work, reduces
travel costs, and improves teamwork across
locations.
9.8.2 Types of Virtual Collaboration Tools (Fig. 9.8)
Virtual collaboration tools can be classified into:
¢ Video Conferencing Tools: Used for online
meetings and discussions.
e Messaging Tools: Used for instant
communication and group chats.
¢ File-Sharing Tools: Used to store and
exchange documents securely.
¢ Project Management Tools: Used to assign
tasks, track progress, and manage projects.

9.8.3 Features of Collaboration Tools
Common features include:

e Chat and instant messaging

e Audio calls

e Video meetings

e Screen sharing
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e File sharing

9.8.4 Working Principle of Virtual Collaboration
Users connect through the internet using
collaboration software. Team members
communicate, exchange files, discuss tasks, and
work together on projects in real time, leading to
successful project completion.

9.8.5 Best Practices for Virtual Collaboration
e Use professional communication.
¢ Follow meeting etiquette.
¢ Manage time effectively.
e Coordinate regularly with team members.

9.8.6 Merits of Virtual Collaboration

e Supports remote teamwork

e Enables faster communication

e Increases productivity and flexibility
9.8.7 Demerits of Virtual Collaboration

e Internet connectivity issues

¢ Communication barriers

e Data privacy and security concerns
9.8.8 Applications of Virtual Collaboration
Used for:

e Online meetings

e Remote training

e Team projects

e Customer support services
9.8.9 Case Study on Remote Team Collaboration
A project team working from different locations used
video conferencing, messaging, and file-sharing
tools. Team members communicated regularly,
shared documents online, and completed the project
on time. The result was improved coordination,
faster decision-making, and successful project
delivery.
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Q1. Which device is primarily used for creating
documents, spreadsheets, and presentations? /
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(a) Desktop Computer / 3&held B

(b) Smartphone |/ ®cHIA

(c) Calculator / Fergperex

(d) Printer / fiez

Ans. a | Sol. : A desktop computer has applications
like MS Office or Google Docs for creating documents,
spreadsheets, and presentations. / 3&held SRR &
e, Wesfie ok ugfaat s & fag MS Office ar
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Q2. How can a user create a strong password? /
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(b) Use only their birthdate / ehaet 3ra-t S=Hfafd T
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(c) Repeat a single letter / T 37&R &l TR-TR GEY

(d) Use simple words like "password" / "password"
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Ans. a | Sol. : A strong password prevents
unauthorized access to accounts. / ASTId UrHdE @ral
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Q3. How can one ensure safe browsing on the
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(a) Use secure websites with HTTPS / HTTPS aret Qrféid
JSIHTSCT T SUANT HY

(b) Click on unknown links / 3131 fefer R faeiep o

(c) Disable antivirus software / UEarRT TitedaR 31&Md
Gy

(d) Use public networks for confidential work / Mu-a
Frd o iy TresTfAe Aeadh o1 SuAnT &

Ans. a | Sol.: HTTPS encrypts the data exchanged
between the user and the website, ensuring safety. /
HTTPS IuaiiTehat 3R deerge & e 2eT &l vfhte ot €,
fores grem gfafaa gt &1

Q4. How can you prevent identity theft on social
media? / 3mg Hire Hifgar R ggaE & A9 F 7R dw
Hhd &2

(a) Avoid sharing personal information publicly /
iR TAHhRI FTdei-eh &0 § TS e § §d

(b) Use simple passwords / O Urdds bl IUANT &2

(c) Accept friend requests from everyone [ 9+t @ fa
SRIY WhR &Y

(d) Disable account privacy settings / @Tdr Mo=iadr
Qfdry arem e

Ans. a | Sol. : Keeping personal information private
reduces the risk of identity theft. / @afaTa STHeRY @t
ST 3@ ugET 6t IR} & STREH ot hA T 8l
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Q5. What should be avoided when using public Wi-
Fi? / QrdsiAes ars-w1s o1 SUANT &hed THY T T
aifee?

(a) Accessing sensitive accounts like banking /
Taeefiet @ral oig dfeh e ageT

(b) Browsing public websites / @rdsid da@rgel &t
SIT3ST AT

(c) Streaming videos / Sf3at ¥ T

(d) Downloading documents / TSI SIS AT
Ans. a | Sol. : Public Wi-Fi networks are often
unsecured, making sensitive accounts vulnerable to
hacking. / TSI aT$-thTE Aeadh SRR SRR &id ¢,
o Temshe @ 2Rk & g srpfa gt a1

Q6. How can you securely connect a device to the
internet? / 31q f2agy i devie @ PRfAT 0§ FQ
THaE Y hd &2

(a) Use a secure Wi-Fi connection with a strong
password |/ Teh ASTgd UIds & A1 RIS a18-WhTS e
T IUTNRT &Y

(b) Connect through open networks / Get eadh &
AT § hac e

(c) Ignore network security warnings / Seach gre
Jrafat ST B

(d) Share your network credentials widely / 3799 deach
thsfIeT ol AU T T TS he

Ans. a | Sol. : Secure connections reduce the risk of
unauthorized access and data breaches. /ﬂ?@ﬁ
HAF SATIGHd UgH 3R ST Iewitl b SITGH &l HA hed
gl

Q7. What is the main purpose of Two-Factor
Authentication (2FA)? [ g-tharex sitdfecher (2FA) &1
& 3229 T 82

(a) Add an extra layer of security to accounts / @Tdi &
gref &l geh AAfdRed wRa it

(b) Increase internet speed / gexe & Tfd IgMT

(c) Avoid using passwords / UrIag T 3TN & & F9
(d) Store files securely / ®igai ol GRf&d €Y & LR HAT
Ans. a | Sol. : 2FA enhances security by requiring two
forms of identification to access an account. / 2FA @&@d
deh Uga oh [T UgdT o &1 ST chl SATaLUehd ehch Y& bl
EEGIE

Q8. How can you check if a website is genuine? /
3T ¥ ST Jehd & foh i daarse ardfaes 8?

(a) Look for HTTPS and a valid SSL certificate / HTTPS
3R Uk ¢ SSL THTOTS <hY TeTrsl o

(b) Ignore the website URL / ds¥Tge J3TRYA o Saw@l
Cxd

(c) Rely on its appearance / 39! Juf@fd &R AR @
(d) Avoid reading reviews | THtetraii ot dg & I

Ans. a | Sol.: HTTPS ensures encrypted
communication, and SSL certificates confirm
authenticity. / HTTPS Tf<hrtes TaR gRfdd oxdr g, 8ik
SSL YHTOTYS GTATIOIhT ht GfE &hed &1

Q9. Which function is primarily performed by
spreadsheet software? [ Sis2fie GivedwR grRT g=
g @ 9 91 Hrf foar sirar 22
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(a) Data analysis and calculation / 3eT fa=@wor 3fR o1
(b) Video editing / difsat durea

(c) Creating animations / TRAM s=THT

(d) Managing emails / $8e e

Ans. a | Sol. : Spreadsheets are used for organizing,
analyzing, and calculating data efficiently. / @rssftca @1
IUGNT ST ohl FerAdTgdeh Agteld, f=iwor 3R TuMHT et &
ferq foman Srar 81

Q10. How can you identify if a link in an email is
suspicious? / 31T & Yga Jahd ¢ foh $9a A [
dfey 82

(a) Hover over the link to check the URL / g3TRTGe
S & o felq fofeh R glar e

(b) Click on it to open immediately / 3& gid @i & foig
fereten A

(c) Assume all links are safe [ a1 o fos @aft foles gRfera §
(d) Forward it to others for verification / I & faw
Ans. a | Sol. : Hovering shows the actual destination
of the link, helping identify phishing attempts. / gafaT
g # Aeg Merd! gl

Q11. Which shortcut key is used to paste copied
content? / sidt i 1 Irft Rgerr & fag &= @
2Aiéehe goft T IuahT farar siraT 8?2

(a) Ctrl +V [ et + ot

(b) Ctrl + X / hetet + Tag

(c) Ctrl + C / et + It

(d) Ctrl + P / dhgtet + oY

Ans. a | Sol.: Ctrl + Vis the standard shortcut for
pasting content in most applications. / dglet + af
ifaepisr Tfterher & anift e & forg #mees iféae 81
Q12. Which feature helps in ensuring spelling and
grammar accuracy in documents? / ST # Tt
3R aATeReor fit adrar gfaa & § &= @ gfaer 7eg
Feelt 872

(a) Spell Check / @ 9

(b) Text Highlighting / e grgamgfen

(c) Font Formatting / Wi WhidfeT

(d) Page Setup / 9= G

Ans. a | Sol. : Spell Check identifies and suggests
corrections for spelling and grammar errors. [ @d 3%
g+t 3R ATRRuT At FfedT ht Uga Hedl 8 SR IR & oI
aargl

Q13. How can you format text as bold in most
applications? / 3mmq sif@misr eftacher & ¢aRe &l dies
&9 o1 Hhd &2

(a) Ctrl + B / shglet + &t

(b) Ctrl + U [ &hgleT + g

c) Ctrl + I / sl + 318

(d) Ctrl + Z | Shctet + S

Ans. a | Sol.: Ctrl + B is the shortcut key for bold
formatting in most text editors. / gier + &t aifdenier
CRE dUTGeh! H Fieg AT & foIg 2iicne ot gl
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Q14. What is the primary purpose of using
antivirus software? / YHaraRy GTvedAR &1 urAfAs
38T T &?

(a) To protect devices from malware and viruses /
3TN ! BTRR 3R I”RY & s & fag

(b) To increase internet speed / gexae & Tfd sgM & faw
(c) To organize files | BIEdl ! FafRAd & & g

(d) To improve video quality / #f2a} o= sgm & fag
Ans. a | Sol. : Antivirus software scans and removes
malicious programs, ensuring device security. /
UEIrIRY TIUedR §IHehRep WIUTHI aht Th+1 3R §eT adT &,
S8 Iueheor &t gram gRfad gidt 8

Q15. How can you ensure secure internet
browsing? / 31a §Rféra ex-te smefoin & gifda o
Tehd &2

(a) Use HTTPS-enabled websites /| HTTPS-ge&mH dedrgel
T IUTNT R

(b) Click on random pop-up ads / agfede dfg-3q
IEEIRRIR MESCE: T

(c) Disable antivirus software / UEarRT TioedaR 318
Cixd

(d) Use outdated browsers [ G- SITSSRI T SUANT e
Ans. a | Sol. : HTTPS encrypts communication,
protecting user data from interception. / HTTPS ¥R
& UfSPpE &Rl &, STANTehdT el bl 3TaRteH & Ia1dT 8l
Q16. Which is an essential step in securing your
digital device? / 3rg=t R¥fSiea fRazw &t RfAd FA A
Ueh TG99k hgH hi-l TT 82

(a) Enable regular updates / Fafiq smuge dem &

(b) Share your passwords / 379+ Uras T1T &

(c) Ignore security warnings / gR&m Idmafal st scEr
Cixd

(d) Disable all notifications / @ff ga-Taff &t s1em &
Ans. a | Sol. : Updates include security patches that
protect devices from vulnerabilities. / 3rdse & grem I=
LA B & STt SUHRUN ht hHSIRAT T IITd g |

Q17. How does two-factor authentication (2FA)
enhance account security? / g-thaex sitdfehe=
(2FA) @raT FRam &t FH Terdr 8?

(a) By requiring a second verification step / g&t
TATI UfohaT Y TaTehal o

(b) By eliminating passwords / UTE@s ! g

(c) By allowing unlimited login attempts / 3rfifad @
Tt Y gl Ja

(d) By disabling security features / gre&m gfaemai &t
37eTH hih

Ans. a | Sol. : 2FA adds an extra layer of protection,
making unauthorized access difficult. / 2FA T arfafea
YRE R Siigdr 8, a8 smfdepd ugd sfe g St 81
Q18. Which file format is commonly used to share
text documents? / ¥aRe SETAW AT A & AT HA
T IS UIR™Y THAR UR SUANT fahat SIrar 82
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Ans. a | Sol. : PDF files maintain formatting and are
easily shareable across devices. | g% Hrgd Ry
FATY Gt § 3R IUHUT o T ST T FTSAT T ST el !
gl

Q19. How can presentations be made visually
appealing? / y_gfaal &t g2a 9 & TRt F s=™T
ST TehdT 872

(a) Use images, charts, and consistent formatting /
(b) Overload slides with text / TT8gd # ¢aRe &t Sfiardls
Cird

(c) Use multiple fonts and colors randomly / &g Wic
3R T 1 ATgfdep &Y & IUJNT

(d) Avoid using images or graphics / ®faat ar arfthas @1
YR 7 &2

Ans. a | Sol. : Visual elements make presentations
engaging and easier to understand. / 327 d URgfaal
Pl 3Ry R THSH H ST -1 & |

Q20. Which cybersecurity practice helps in
protecting personal information? / @l 91 S8R
GRE AT AfFAT SRR hi 381 & 745G FHedT 8?2

(a) Avoiding sharing sensitive details publicly /
Gagfe faarun ol grduifae U T 9rE &= 9 59

(b) Using weak passwords / ®HSIR UTHds I SUANT ST
(c) Ignoring suspicious emails / feter $H t FTeT
he AT

(d) Sharing OTP with unknown people / 3iiédt ar=Td
I b QT [ISAT T

Ans. a | Sol. : Keeping sensitive details private
reduces the risk of identity theft. / ddgsfiar faazom =t
ATt @1 Uga™ Y IR o SIIH Pl hH HRdT gl

Q21. How can you detect a phishing email? / 3ma
forfalT S8t <h1 AT & oI TeRd &2

(a) Look for grammatical errors and suspicious links /
agTeRT el Jfeat ok dfary fofes i demmsr &

(b) Open the attachment without hesitation / si¢ade
CIRERINEECEEIGE

(c) Trust all emails from unknown senders / 3i=Td Seh!
g 3 aret gt e W WRET B

(d) Avoid checking the sender’s address / 9ue & ud &t
ST e G §

Ans. a | Sol. : Phishing emails often contain errors
and links to fake websites. / fthf2i $8e1 # s Ffeai ok
Tehell dadTeet & foles g1a &1

Q22. How can you protect yourself from malware
while downloading files? / ws STS-Tdls & 0T
39 AR A g &l hd a91 Ghd &2

(a) Download files only from trusted websites / wgal
Shad [T J9918e] T SRBAATS PR

(b) Disable antivirus software / TaRRY TGIUedIR 318TH
Cird

(c) Ignore security warnings / gR&m Idafal st sq@r
Cird

(d) Click on suspicious links / @fcrer foier TR faias @
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Ans. a | Sol. : Trusted sources minimize the risk of
downloading malicious files. / faya-a dq dddaR ®iga
SIFCIS e o S bl Y hed B

Q23. How can you prevent unauthorized access to
your email account? / 319 319+ A @1 deh A
9§ ol ¥ Ik Tehd §7?

(a) Use strong passwords and enable 2FA [ #sigd
UIds T SUTNT R 3R 2FA TeTH e

(b) Share your password with others / 31T UrEas gERt
o T TS P

(c) Use public computers without logging out / &t
3113e fohg farT adsifAen e ot IuahT e

(d) Ignore account activity notifications / @rar mfafafe
GATSHT ol ST HY

Ans. a | Sol. : Strong passwords and two-factor
authentication add layers of security. / ASTgd urgds 3R
Gl-ehReh UHTUMRRUT GR&T hl TRd Siied &

Q24. How can you prevent spam emails from
cluttering your inbox? / 31Tq @9 S8 &l 319+ sAETT
# ATRIT ¥ Aeh+t & AT AT R Tehel &2

(a) Use a spam filter / @ ftheex &1 IUANT

(b) Share your email address on public forums /
grasi-ep Hdl UR 3TUAT $HA TaT TTST e

(c) Respond to spam emails / T S8 HI IR &

(d) Disable security features / gram gfaemai st 78 &
Ans. a | Sol. : Spam filters automatically identify and
move unwanted emails to a separate folder. / pavea)
fheer WaTfeld U 9 3@ifed SHA ! UgdH &id & 3R 35
U 3T Hies H of S &

Q25. Which component of a computer is
responsible for processing data? / @&@ex &1 i |1
Heeh 31 &l IS e & fAg Pimler @2

(a) CPU (Central Processing Unit) / Hdiyg (dger et
gfe)

(b) Hard Disk Drive / &T8 f3% g15a

(c) Monitor / HffAex

(d) Keyboard / @Hets

Ans. a | Sol. : The CPU is the brain of the computer,
responsible for executing instructions and processing
data. / 9 eger o1 AfeTss g, STt Faer il Femfed &
3R 3T ol GO1fd et & foiw SR 81

Q26. What is the purpose of using formulas in
spreadsheets? | Srsfiea & Gl o1 3ualT et &1 322
T 8?

(a) To perform automatic calculations / @afeld TomT
P & falg

(b) To format text | ¢eRe &l hide & & fw

(c) To create charts / T o™ & foig

(d) To edit images / sfaat &t Guifed A & fag

Ans. a | Sol. : Formulas simplify tasks like addition,
subtraction, and data analysis. / G S8, €9 3R 3T
fI=awor S St &t Tl T g

Q27. How would you create a visually appealing
presentation for a team meeting? / 31g &% fiféw &%
AT g2a ® d v uegfa Fd Farga?
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(a) Use templates, visuals, and bullet points / ¢weicd,
3T 3R geic Uige T STFNT e

(b) Add excessive text to each slide / udeh &8s &
i daRe ST

(c) Use inconsistent fonts and colors / 3/ &Td Wi 3fik
T} ehT SUANT 3

(d) Avoid using any images or charts / sfaat a1 arc &1
ST et & T

Ans. a | Sol. : A well-designed presentation keeps the
audience engaged and communicates effectively. /
Teh 3t o 9 f3Sre ot 715 ugfal gl ot st heett &
3R gTelt &1 & Harg e gl

Q28. How can you ensure a spreadsheet formula is

error-free? [ 319 &hd AT &R Tohdt € fF Thssfie
e Jfe g 82

(a) Double-check the cell references and formula
syntax / 91 Gg¥f 3R Brer e dht T S e

(b) Ignore the error messages / ¢ Fa2M @t sFa@T A
(c) Use random values in the formula / ®rfe &
gTgfedeh AT T SUANT Y

(d) Avoid testing the formula / ST T Tteror o @
CE]

Ans. a | Sol. : Reviewing formulas ensures calculations
are accurate and reliable. / wrHgt &t Ttem gRfaa et
& b o Oéites SR fauaiia g1

Q29. How would you create a shared document for
team collaboration? / &\ Tgal & faw emu I=n
SEATA H FATGN?

(a) Use Google Docs and provide editing access to
team members / TTeT Eich T IUTNT &R 3R EF TG i
(b) Print multiple copies and distribute them / &3

(c) Use a local file and email it repeatedly / R Brsad
(d) Avoid sharing the document with others / G&dast
I IR & 1 ST HeA § &

Ans. a | Sol. : Collaborative tools like Google Docs
allow real-time editing and efficient teamwork. / TTet
Sfeh S TN SUAUT ITA-CISH HUTG 3R FH2rel CHah chl
srmfa 23 €

Q30. How can you improve the security of your
online accounts? / 319 319 S-S @rel I GR&T
Y GUR Hehdl &7

(a) Use two-factor authentication and unique

passwords [ g-thaex sifdfedher ik sifgdia urgas a1
YT e

(b) Use the same password for all accounts / g+t @raf
& fAY U & Urgas &1 SuahT e

(c) Share your credentials with friends / 3199 shafraeq
! QI b TTY TTST R

(d) Avoid changing passwords regularly / argag &t
fafid wu T Tgem @ o

Ans. a | Sol. : Two-factor authentication and unique
passwords prevent unauthorized access. / g-thaex
Siteifeher iR aifgeta uraas sHfdehd g ol Aehd &1
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Q31. How can you create a collaborative project
plan in a shared document? / 3119 Q11T G&ATAST &
NI Wit ST i a4T Jahd &2
(a) Use Google Docs and enable editing for team
members / T Sfeh BT IUTNT 2 3R I Tet & faw
TG TerH i
(b) Print a hard copy for each team member / U &
e & foq g1s it fiie o
(c) Send a PDF version and ask for manual changes /
(d) Avoid sharing the plan with the team / gtsr1 &t &9
& TqTY 1S A § 9
Ans. a | Sol. : Shared documents ensure transparency
and real-time updates in collaboration. / GTeT g&aTAdw
T # uRaffar ok Jaet-crsd sruse gRfad ad g1
Q32. How would you demonstrate responsible
online behavior on social media? / 3mg e Hif2ar
R fAER 3iiFarEy aagR #3 ueffa wdl?
(a) Share respectful and verified content / SIS
3R gaTfod arft are o
(b) Spread false information / I8 SFeRY thefty
(c) Post offensive comments / 3muftise fewforat g
Cixd
(d) Ignore reporting harmful content / gifiere amft
& Raifém &Y srezar &
Ans. a | Sol. : Responsible behavior ensures a positive
and safe online community. / SR IagR YRS
3R GRferd siferme Taa gAfad ear &
Q33. How would you set up a secure Wi-Fi
connection at home? / 3110 ®R R GRf& ars-wrs
HARM Hd Je3IHY HA1?
(a) Use a strong password and enable WPA2
encryption / T Foigd Uraas iR WPA2 TSR Tem o
(b) Use the default router password / fEiee T3
UIds ol SUINT R
(c) Leave the network open without a password /
Acach ot ST Uras & Gl B §
(d) Disable all security settings / @t grem aféw &t
3&TH Y
Ans. a | Sol. : WPA2 encryption and strong passwords
protect your Wi-Fi network from unauthorized access.
| WPA2 TfRpte ofR ASTgd Urads Siudh aTs-Wis Aeddh ol
3fdepd uga @ wed g1
Q34. How would you ensure proper formatting in a
report? / 3mq Rulé & 3fRa ureyur &4 gRfda w312
(a) Use consistent fonts, spacing, and headings /
(b) Use random font styles and sizes / argfede hive et
3R SMPHR BT IUINT B
(c) Avoid using headings or subheadings / gfsm ar
gl BT IUTNT A T T
(d) Ignore the alignment of text / ¢aRe & TREUT Bl
JCET Y
Ans. a | Sol. : Consistent formatting makes reports
professional and easy to read. [ G&Td ureygur RRaié i
UeR 3R Uga & ST gH1dT B
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Q35. How would you analyze a dataset in a
spreadsheet? / 3mq @Ws2fte & 2e1 Ae &1 fAsdvor A
&HAN?

(a) Use filters, pivot tables, and charts to identify
patterns / e Fi uga™ & foiq fiheer, e ¢aa ok aré @t
YN e

(b) Enter data without sorting or filtering / 3eT @t famT
Tifé a1 fthee R & gof AR

(c) Avoid using analysis tools / fasewor IuehRoT &1 ITART
& G T

(d) Manually review each cell individually / T & &t
AR TY Y STRT-3TRT THTET e

Ans. a | Sol. : Analytical tools in spreadsheets simplify
data interpretation and decision-making. / @esfic &
faciyuTTeTeh 3UhRUT SeT &R 3R Aol A7 &Y @R ST g
Q36. How would you adjust a presentation for
different audiences? / 3ima fafers gafenl & forg uegfa
&l FY gEET HA?

(a) Customize content and tone based on audience
needs / gefehl &Y TGIHATS & YR TR AT 3R TR &t
STIRfed Y

(b) Use the same presentation for all audiences / g+t
gsfent & fog AT Ugfa T AT Y

(c) Add excessive text regardless of the audience /
g2l &1 wRaTg fhy 51 siafee dave W11

(d) Ignore feedback from previous presentations /
et uxgfaal @ thigdes ol SFa@Er P

Ans. a | Sol. : Tailoring presentations ensures
effective communication and engagement. / 9&fd &t

SGfeid ST UHTel FOR 3R S[ga gRfad s gl

Q37. How would you create a summary report in a
spreadsheet? / 3mq Wsafte & arizr Ruié & aamdd1?
(a) Use pivot tables to aggregate and analyze data /
3T ! Tohd T 3R fAAW0T T o felq fiae 2aat @1 suaht
CTd

(b) Manually count and sum all entries / @t ufafeat ot
Agard ®U ¢ i ek oitg

(c) Avoid using formulas or analysis tools / ®Eg AT
factoor JueheuT 1 IUTNT e & o

(d) Enter random data for summary / @Ris1 & fag
ITgfedeh Sl Gof hi

Ans. a | Sol. : Pivot tables provide efficient ways to
summarize and visualize large datasets. / fiqe 2T 13
3T ¥e Pl ARG 3R 3@ & ol Heret aich UeH e g
Q38. How would you structure a professional email
to request feedback? / 3ima $isde & fag st et
% fT oo dar e Fa W e

(a) Begin with a polite introduction and state the
purpose clearly [ T& famm aRag & @19 & &Y 3R 38T
& WE &Y G Farg

(b) Use informal language and leave the purpose
vague / FTITTRS YTNT ST STANT e 3R &3 Dl IIE
Bigd

(c) Avoid addressing the recipient by name / gTedehdf
Pl AT T GO A F &
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(d) Skip proofreading the email before sending / $da
T @ e AR BYe
Ans. a | Sol. : Clear communication ensures the
recipient understands the request and responds
effectively. / € ¥OR g FRfAd i & & urdeal sty
Y THe 3R UTet & § IR 2
Q39. How would you identify the most secure
method for sharing sensitive business documents?
| Hagmizfier amaenfRe qxardst | w4 & A gaw
e RAfY &Y ygam F& w3
(a) Use encrypted cloud storage with access
restrictions / USRS FTSs TR &1 3TN & 9 Tgd
gfdse gt
(b) Send files via public forums / rd<ifes w4t & Areaq
9 BrEa A9
(c) Avoid verifying recipient details / Ucaepar farazor
FAT0d et @ a9
(d) Use random file-sharing apps / a5 Hga-ame
& dlet T T SUANT Y
Ans. a | Sol. : Encryption and access controls protect
sensitive information during sharing. | Tfspwer 8ik
ugd FARsT0T ATeeRvor & R ddarefiel ST e gram avd
gl
Q40. How would you evaluate the effectiveness of
a spreadsheet for tracking employee
performance? [ &=} ugelH &l ¢ & & fAg
Gzt HY yvmafiear &1 geaicT ) w412
(a) Analyze the data organization, use of formulas,
and charts / 81 TaH, BR{d! 3R T T fawoT e
(b) Enter data randomly without structure / 81 @t famT
I & ATgFedh T F Gof b
(c) Avoid using analysis tools / fasewor IueRoT &1 ITART
FHH T T
(d) Use text documents instead of a spreadsheet /
Wesfic & T TRT TXATASI T STANT
Ans. a | Sol. : These features enhance the
functionality and usability of spreadsheets. / & fagtwamng
Wsefie 6t wrigmdT 3R IuTIar ol serd! 81
Q41. How would you evaluate the credibility of an
online news source? / 39 HATST THTER Hld &l
fraefraar &1 qeaie &9 F81?
(a) Check the author’s credentials, source reputation,
and cross-references [ @@ &t TG, Fid Y ufasT, 3R
(b) Trust all articles without verification / @t &al o
TG & faAT 9 e
(c) Share unverified information on social media /
AT STHRRT Sl Aierer Hifsar R drem &
(d) Avoid reading the full article / 92 & ot Ug & o9
Ans. a | Sol. : Verifying credibility ensures the
information is accurate and trustworthy. / fasg=igar
! ST g Gt el 8 fob SRt @dien 8k sRIAHT 81
Q42. How would you identify the most suitable
cloud storage option for a team project? / &%
uiotae & fag Ta Suged aaes R fawea 6 uga=
] HA?
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(a) Evaluate storage capacity, collaboration features,
and security / “iSRUT &HdT, FganT giaemai, 3R e &
TR e

(b) Select the option with the least storage capacity /
I HH HSRUT &HAT dTet [Ahed T T

(c) Choose based solely on cost / &had & & TR TR
g

(d) Avoid considering file sharing capabilities / ®rget
I 3 i eFarel R R & 9 54

Ans. a | Sol. : These factors ensure the storage
solution meets team needs and protects data. /3
FRE AT Ped & foh eSRoT gaTe™ & 6t sagaeharsd st
TRT T & 3fR ST hi gRem T g

Q43. How would you determine the accessibility of
an online learning platform? / 3mq sifFers @ffn
ek &t aga o1 FRuivor &7 a1

(a) Analyze features like ease of navigation, device
compatibility, and user support / Afamte= & smar,
fSarsd Hirddr, 3R SudiTehdi HgrAdT St giaematt st
fa=atoor A

(b) Ignore user reviews and ratings / SuaNTehar THtemai
3R T Bl 3@l e

(c) Select a platform with complex user interfaces /
(d) Avoid testing its features before adoption / 3=
Y ugar gach! gfaematt 1 udteror e @

Ans. a | Sol. : Evaluating these features ensures the
platform is accessible to all users. / 7 gfaerait &
HedichT g GRAT T 8 b wichid a3ft Suzhrendist &
fog gaw g1

Q44. How would you analyze the impact of using
virtual collaboration tools in a remote team? / gZ&I
&9 A gefarer AT IUHRUN T IUART et oh UHTE T
fr=dyor & &

(a) Monitor communication effectiveness, task
completion, and team satisfaction / ¥R gTaLfiedr,
(b) Use the tools without assessing their impact / 37
TTa T edieh fohT foT SUhTOT T SUINT Y

(c) Ignore technical challenges faced by team
members / &1 & Gl gRT AT &hl STH aTell dehmiich!
AT et e h

(d) Focus only on tool popularity / aet Juehvor ht
AR TR T hfgd B

Ans. a | Sol. : Evaluating these aspects ensures
effective collaboration and productivity. / 37 ggqail T
HedichT TTdt HganT 3R Iadraehar GAfAd s gl

Q45. How would you analyze the effectiveness of a
cybersecurity awareness program? [ |TgeR gR&iT
SIReehdl hRIshH tht guTaLfierdr o1 fasawor &d w?
(a) Measure employee knowledge, incident reduction,
and compliance rates [ HHARY 3, ge-T H A1, 3R
ST 3 eht ATY

(b) Avoid tracking improvements after

implementation / R & d1¢ GURT &t ¢eh e d a9
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(c) Focus only on training attendance / shaa gfteror
IufRIfy W e dHfga &R

(d) Ignore feedback from participants / ufasfiat @
thISSeh ohl 31Tl he

Ans. a | Sol. : Tracking these factors ensures the
program effectively enhances cybersecurity
awareness. [ 1 BRehl ht ¢eb T RAfAd e & b
FHrIchH HTSR YR STRRechdl i THTE &1 § J¢TdT 8l

Q46. How would you identify a phishing attack in
an email? / g g8« H fhfT gwa il uga= Fd FH7?
(a) Look for mismatched URLs, grammatical errors,
and suspicious attachments / fA@™ 7 g7 aTet IR,
TeRT et ffea, SR Eidry sreawc & deter

(b) Open all attachments without caution / g+t sca#e
&t foer graer & @i

(c) Trust emails from unknown senders / 373Td Ul &
SO TR WRT e

(d) Ignore the sender’s email domain / 9ve & $8e
S Pl 3T e

Ans. a | Sol. : Recognizing these signs helps prevent
phishing-related data breaches. / 7 ¥dhdl & gga™
fopfeiT & deifera SeT Seoiul ohl Wbt H Heg aed! 8l

Q47. How would you evaluate the impact of
automation tools in data entry tasks? / 3e1 Gt wraf
# SiieHM g & UG & Jichd hd heil?

(a) Measure time saved, error reduction, and process
efficiency / T¥a &Y Iaa, 3 F o, ik ufckar gerdn ot ard
(b) Avoid comparing manual and automated outputs
| B33 IR TraTferd 3meeye i Ja-T e § §d

(c) Focus only on initial setup costs / dhad URf9e e
ANT R & $igd B

(d) Use automation tools without tracking
performance metrics / 9ge #ifgew ot ¢o fohg fomm
ST g T STANT h

Ans. a | Sol. : These metrics indicate whether
automation tools improve productivity. / 3 #if¢es dhd
3d & fo R sifeiiem god Saradhar § GUR avd &

Q48. How would you evaluate the cost-
effectiveness of using digital marketing tools? /
f2fSiea wrdhfeén g a1 SuatT e it arra-usmafiean
T TR hd H?

(a) Compare the return on investment (ROI) with
traditional methods / RURe aieh! & T a9 &R Res
(STR3TNTE) hT JoTT b

(b) Ignore budget constraints / asie ufdde Y s
T4

(c) Focus only on the tool’s price without considering
outcomes / aRomd} wR AR fhy 8T dhaer Iuepor 6t Hraa
TR & hiad e

(d) Avoid analyzing conversion rates / TUidRoT 21 T
fasqtoor et @ a9

Ans. a | Sol. : ROI analysis shows whether digital tools
are worth the investment. / 3TR3M3Me fa=awor ag gofar g
foh fefSieet Sueeur fAder & amaes ¢ a1 81|

Q49. How would you assess the impact of digital
training programs on employee skills? / amr
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Ferd R F3fftee ufAeror wrferal & gwma &1 sirehe )
&AI?

(a) Measure improvements in task performance and
knowledge retention / & &z 3R A9 ufderRor # gur
! AT

(b) Focus only on attendance rates / dhael SufeIfd &R W
AT Thigd e

(c) Ignore feedback from participants / ufafiat @
hISsh Pl STaET

(d) Avoid comparing pre- and post-training outcomes
| wfRieroT § gget 3R d1g & IR Y gt e § a9

Ans. a | Sol. : These metrics provide insights into the
program’s effectiveness. [ & #if¢e richd st gwrafierdr
R G UaH &d &

Q50. What is the safest way to assess a public Wi-Fi
network before using it? / 3UTT @ uygat AESIAG
ar$-wTE Aeadh Y GREIT I SHTeheld A T G JRfAT
TenT /T 82

(a) Verify the official network name, check whether
encryption or login is required, and use secure

www.teachtoindia.com
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websites (HTTPS) / anfaeiies Aeadh a1 &I gt &, 3d fh
QiR a1 AR STaedeh & a1 Tal, 3R YRidd dewrsel
(HTTPS) a1 SudiT &

(b) Connect immediately without checking the
network details / Sead faazor &t Sita fae famT gia s
SN

(c) Enter passwords and banking details on any
website / fareft +ff doaree wR uraas ik S fAarur aof e
(d) Ignore security warnings shown by the device /
fRarsw gRT T 8 TRam Aarafi at orrieEr o

Ans. a | Sol. : Before using a public Wi-Fi network, the
user should confirm that it is the correct network,
check whether it uses encryption or secure login, and
use HTTPS websites for safer communication. This
reduces the risk of connecting to unsafe or fake
networks. / QrdsifAe aT$-HhTs &1 ITANT & T Uget dal
Aeadh il gfe &t =1fay, a8 dw=r =y & 3a ufhwer ar
WRf&d A g a1 781, 3R GRf&id TuR & felg HTTPS dersel
T JUANT AT AT | SHH YT IT Aehed] Acdch ¥ g
Sif@w oA gidT 81
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