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Option A
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Provisional Ans.

MS Excel 2019 ¥ &= &T
function ¥ TF e H &
TfEer 9% capital FTT ?

proper()

lower()

upper()

sentence()

MS Excel 2019 & 741
workbook ST ﬁ"‘{ F
AT keyboard shortcut
TEHATT FAd & ?

Ctri+ b

Ctrl+n

Ctrl+ w

Ctrl+ k

MS Excel 2019 # 5T g
cell copy F% & forw #i+
AT keyboard shortcut
TEAHTA F2 2

Ctrl + a

Ctrl+b

Ctrl+c

Ctrl +d

MS Excel 2019 & ers3
I F fore i =T
keyboard shortcut T&aHTT
FAE?

Ctrl+ s

Ctrl+ f

Ctrl+ a

Ctri+d

paragraph % T2 large
capital letter =T+ = form

TH FT T
IERIEIEIE

Insert

Dropcap

Page layout

Add

Picture command ¥ Insert
Tab key ¥ ITIRT 4 g0
picture T insert gl ¥
GERS

Ribbon & tabs

&I 2

selected cells T & cell
T = o 3fiT contents
center ® o+ % forw

T TEATA
R smar 2|

Merge &

Center

Merge

Center

Connect

29 Ms-Word ¥ table
delete F¥ TET T

10

.................. ag Facilities
Excel ¥ 2

Mail Merge

Print Layout

View

Page Cover

Format Painter

11

qg chart &1 71X

T2

Polygon

Scatter

Pie

Line

12

I U audio file

Jpi

.bitmap

.mp3

.png

13

I powerful

software ,presentation

material TITE F F for )

MS-PowerPo

int

MS- Word

MS-Outlook

MS-Excel
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14 F TETIAT T g0 MS Word Excel Notepad Powerpoint D
gaHId Presentation a1 worksheet
qEIT Y |

15 view slides Outline Normal Print Layout IYIR TRl B
FAT FT HT ITIH view &

16 | Active window close % & Alt+Tab Alt+F4 Tab Spacebar B
forg s shortcut
key TEIHT FYd g

17 | Advanced Word LE) T A
processor  3Tferh
Notepad #T less memory
require BTt ¥ |

18 | Arithematic operations Input unit Output unit ALU VDU C

ATHT

performed T3 SITaT 3|

19 | Binary Number System # 0 1 2 10 B

digit 9T electronic

signal fe@Ts 3T

20 Binary Number System & 0 Bit Byte Numbers Value A
and 1 &7 IZ FEd
2l

21 | Browser ¥ security T UEL A
settings ZHaT ON 7&.

22 | Browser ¥ open fm g gy TAT A
Webpage %1 HTML Code
T ST HHRAT B

23 | cDorDVD # firf uw & T T A
side ¥ data store 3T
STaT 2

24 | cD-ROM #t wréer READ WRITE DELETE ERRGE:El A

T THRT 3
25 | Client PC waga & dara Gl T A

4 % T server T &1
TETHTS AT T24T 81




