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Sr.No Question Option A Option B Option C Option D Provisional Ans.
1 Data filter feature =T ST T Worksheet workbook Row Column A
2rar, =gt ey
table ready ¥4,
2 Data summarize FXTATATS Chart Pivot Table Filters Form B
DD AT,
3 | Excel file & .pdf 7e¥ save ERAE A T A
AT A,
4 | Excel wexcells =¥ View Home Home--> align T TR B
alignment FXoATETST -->Alignment -->Alignment
ETGIGE
5 Excel WH@WP& TIq Start Menu Home Delete A
Desktop =41 Task bar T
P11 L AT button @T
et
6 F13F124T Formal Function Format Forward B
key
TR,
7 | Facebook & Web Site & Search Protocol = AT Network =T A
EIES CIE] engine ¥ AT type
8 | Fiber optic cable & coaxial ERERS X% A
cables &1 SITEq HREfTT
.
9 | Fiber Optic =T cable T Waves Light pulses Range ERAE IR Tl B
data =7 qrEr
g transfer T STTal.
10 | File Compression Utility =T ATl et AT T BT RICEIRIET B
Program file =T 31T
AT
1T | Hyperlink =T Colour, other ERACES I B
text HTET AT,
12| Hyperlink =T Colour, other ERERS X% A
text T AT SAHT.
13 | In email w& attachment audio files video files pdf files RICET:EY D
RS
14 | In Gmail 7 FroraT option Inbox spam trash starred A
74T 3 % S received
messages I9faaT .
15 INPUT UNIT 7 fesi=tt MEMORY CONTROL PROGRAM EREEEIREE A
arfRdT f§ CPU wefier GIEL
e ameft
IR I
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16

MSWord 2019 e sy
page ATST size set
tab T FAT .

ERERS

17

MSWord 2019 #&dr ot
selected matter a8y
Dialog box Aefter
font,fontsize,fontstyles and
other options =T ITATT F&
TRT

formatting

change

Case

change style

‘font’

18

MSWord 2019 W& border
thickness T option T
faeft s

size

Width

height

19

MSWord 2019 77 delete
table option, tab
I3y ATI=AT.

insert

home

view

layout

20

MS-Word 2019 #ex
professionally design et
documents = readymade
formats f&=r sea @ri=T

Dol R,

Files

Chart

Templates

Graphs

21

PowerPoint &7 italic
command TTET shortcut
key Tt T2

Ctrl +b

Ctrl +U

Ctrl + 1

22

PowerPoint T maximum
zoom % FTT A2

400

20

3000

23

PowerPoint 7 New Slide
2T option ey
EEcif

Transition to
this slide

Slide

Presentation

Views

Page setup

24

PowerPoint T£ normal
view & st
T SATAT.

to type
matter in

slide

for slide

show

to sort slides

to type

footnotes

25

PowerPoint &I Notes
page view ¥

TS ATILA ST,

Footnote

speech notes

any note with

slide

RICETE




