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Sr.No Question Option A Option B Option C Option D Provisional Ans.
L | ctrl +A Fwie &7 37T Select all Print All Copy All Paste All A
N
2 | ctrl+c 7 FHITT A selected fFT select 3T 7 select 3T 37 Undo an B
ITTRT T Item &= ltem =Y Item ¥ action
3 | Ctrl+ N FHiE FT ITIRT Open a File Copy a file Print a file New File D
............ 2l
4 | Ctri+ O Fwis F7 IwAN Open a File Copy a file Print a file New File A
............ 2l
5 | ctri+ P iz F7 3T Open a File Copy a file Print a file New File C
............ Edl
6 sortcut key CTRL+A CTRL+Z CTRL+Y CTRL+W D
MS-Word# document
close ¥ forT Iu=mr £ STt
2l
7 menu operations through Toolbar Taskbar Stock chart IILIE Tl A
GUI F3 &
oo wrwEm
o smar 2
8 | help dialog box ¥ forw F4 F3 F1 F2 c
___ key press F¥AT T=AT
2l
9 | MSword 2019 # 2 ctrl + x ctrl + t ctrl+ ¢ ctrl+u A
shortcut key text cut %
F for yreT it T g
10 tab =g ruler show 3T Data Formula View Insert C
hide ¥ forT gwaTe T STAT
2l
11 current Workbook Save Open New Save Close C
2 o
Command T 3T FXJ 2l
12 : 1 1.ZH option T W THY contents Cell contents Comments IR T T C
comments #T add FT T GELl
2l
13 | MS-Excel # Exit Option =& Quit Excel Open Excel Close file Open file A
Action g 7351 ® & 7 g7
2l
14 | z Excel file ¥ Pdf Form G T A
# save Y T &, FT A
qTE?




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

15 | Cell Address / Cell EEl T A
Reference Ig Column
Label 3 Row Number
=+ combination g 1

(T HEA gL TH Set up show Slide Rehearse Custom C
Slide T T =TS THT FY Transition Timings Animation
Reharsal % T £ |

17 ¥ Outline Pane Slides Pane Notes page Slide Sorter B
slides Thumbnail  sTTT
# fEmd 2

I8 | o slides & Slide Sorter Slide Master Outline View IR W Y A
slide re arrange 2T 21 View BELl

19 o 9 Transition Outline Slide Show Note Page Slide Sorter B
and animation effects ST
RS gagen @ asd g
|

20 | #re view # slide ¥ Slide sorter Normal Reading Slide show A
numbers f&@TE 3T g

21 virus g Boot File Blog Bug A
disk % boot sector T
e = 3.

22 T3 Subject and Subject and Reference and Reference and A
E-Mail % g ol «T 21 body reference message body

23 F ey oy Gmail Hotmail Yahoo mail I w D
web Browser 1T SEHTA
5 ST E-Mail
program g1

24 g Antivirus Unix Linux Windows Quick Heal D
program T ST 3|

25 | Computer FT internet & Modem Telephone CD Drive Pen Drive A
Strer  forg Instrument

i
ATFALTHAT AT




