MAHARASHTRA STATE COUNCIL OF EXAMINATION,PUNE
OBJECTIVE QUESTION
PROVISIONAL ANSWER KEY GCC - TBC HIN 30 - WPM BATCH - 1402

Sr.No

Question

Option A

Option B

Option C

Option D

Provisional Ans.

T SATAT TEHTA 2T JTeAT
INPUT DEVICE
2l

Mouse

Keyboard

Scanner

T A

T SATET TEHTA 2T AT
0s _ T R

Linux

Windows 10

Mac Os

IR T T

Motherboard g
T UTE &

Input Device

Output

Device

System Unit

IR T AT

EIELIDES
SRTTHT device 2]

Scanning

Voice Input

Pointing

IULIE U AT

Mouse TAIE THIT FT

(EEIE ]

e

#Ts word U select ¥ %
frm .. keys press FX|

Ctrl + shift +
1

Ctrl + shift +
{

Alt + shift + 1

Alt + shift + {

I% Paragraph & & 74T
Paragraph % F¥= forg
o owgdr

Tab

Esc

Enter

Shift

% word HUT select F¥AT
E AT Ctrl + Shift + < 77
keys press F¥|

recent paragraph =% %
3 foro key Zam|

Tab

Esc

Enter

Delete

10

1 97T F8 Key press 7
ar
Select raT &1

A word

A sentence

A paragraph

Entire

document

11

Excel file 7F .pdf ¥ save
¥ ST TRAT 2

e

12

T Column & &er&r saTaT
Width % Text/Number T
g g 9% zadt s
Column T Width Adjust
FAF U LTI
FA g

Column
Width

Row height

Autofit Row

Autofit Column

13

Excel # list 3 gr&ama & g7
bullets ¥ T gl

14

Workbook # %2 Sheet Add
& ST FaRdT 2

15

gA__ 0=
Format ¥ cells ¥ data
enter T 2l

Font

Bold

Text Format

Italic Format




Sr.No Question Option A Option B Option C Option D Provisional Ans.

16 PowerPoint T T .pptx .ppt .potx .ppsx A
S ]
extension ZraT g1

17 PowerPoint & slides fSr& Document Database Worksheet Presentation D
WTEA § store T T E
S5 1 —— )
Ul

18 | presentation #¥ language Title Slide Status IULIE Rl C

bar 9T T@

e

19 slide show & pen pointer temporary permanent ATB IULIE U AT A
& FgT=AaT & draw #t gt BELl
line I |

20 PowerPoint # normal view to type for slide to sort slides to type A
Iz % foro AT matter in show footnotes
grar & slide

21 | Operating system 7z file gy AT A
management T FTF AT
2l

22 | Optical Disk T8 Magnetic e TAT B
Disk g1 2]

23 OS qqa« Organization Operational Operating Operator C

System System System System

24 | outlook express 7g ¥ LE) TAT A
ST 21

25 | Outlook g Email Client &1 T T A




