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Sr.No Question Option A Option B Option C Option D Provisional Ans.
1 Data filter feature T ST Worksheet workbook Row Column A
AaTETIA_F
table ready 2raT 2
2 | Data summarize F%F % Chart Pivot Table Filters Form B
i L ImER
FA g
3 | Excel file 7 .pdf & save gl AT A
#T T THAT
4 | Excel ¥ cells #¥ View Home Home--> align I Tl B
alignment =% ¥ T -->Alignment -->Alignment
I o
5 | Excel 9% %% 3 forg wore Start Menu Home Delete A
Desktop  Task bar % 3%
F 0 1iigdbutton
=T f3FTe FEAT g
6 F1AF12ag Formal Function Format Forward B
key 2
7 Facebook I 2 Web Site &1 Search Protocol &1 Network =T A
Gk engine FT ik type
qH
8 | Fiber optic cable 78 T LEG A
coaxial cables & #Tfars
Triea g
9 | Fiber optic = cable & Waves Light pulses Range I FIE ARl B
data, EG
transfer foFaT STTaT 21
10 | File Compression Utility 72 F@EATE TEATE TS AT ITE AET B
Program file =T T
3
11| Hyperlink #T Colour, other e T B
text S Y graT &
12 | Hyperlink #T Colour, other agr LER) A
text & 3TERT TRAT 3 |
13 | In email # attachment =T audio files video files pdf files IUIE T4fY D
14 | In Gmail & F4T option & Inbox spam trash starred A
o T received messages
FATAT S |
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15

INPUT UNIT & &7 ofy
ST CPU &

_ Huga S mreEds
2l

MEMORY

CONTROL

PROGRAM

IULIE U T
gl

16

MSWord 2019 & page T
size set tab ¥ F2T 3

7

17

MSWord 2019 # g9
selected matter  foro
Dialog box &
font,fontsize,fontstyles and
other options T TR FT
a2

formatting

change

Case

change style

‘font’

18

MSWord 2019 & border
thickness a2

option T fe=T STar
2l

size

Width

height

I IS TR

19

MSWord 2019 # delete

table option,, tab

et farerm]

insert

home

view

layout

20

MS-Word 2019 #
professionally design o
g4 documents %
readymade formats f&3r 3
TI® AR

Files

Chart

Templates

Graphs

21

PowerPoint ¥ italic
command F T F &
shortcut keys T FFIHTT

RIS

Ctrl+b

Ctrl + U

Ctrl + 1

UL Tt

22

PowerPoint  maximum
zoom % T ZraT 272

400

20

3000

23

PowerPoint % New Slide
Tgoption W EM@TE]

Transition to
this slide

Slide

Presentation

Views

Page setup

24

PowerPoint & normal view
| e eEdE
2T g

to type
matter in

slide

for slide

show

to sort slides

to type

footnotes

25

PowerPoint # Notes page
view F oo
TEWT T 2

Footnote

speech notes

any note with

slide

IUIE T




