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Sr.No Question Option A Option B Option C Option D Provisional Ans.
1 | Accuracy 2w Ffrqees FIET I A
Fforew s,
2 Alphanumeric & Letters Numbers Letters and Letters, D
= T ' numbers numbers and
e, special
characters.
3 Alphanumeric Key ¥gurst Letter Numbers Letter & Letters, D
Numbers Numbers &
Special
Characters
4 | At sl Ctrl Z7 i Function Option Keys Combination RICETR:EY C
TRTEAT ST keys Keys
TR
5 | ALU w=orsr Arithmetic & FET =% A
Logic Unit
6 =T START 799 Page Layout Theme Review Data B
document ¥ design
FEIATATATST ATILATT
7 2T effect Drop cap Style Text Font A
Paragraph = afger s1e1e
ATEATAETET AT
8 | document 7ex, i Bullets Numbering Unorder Order A
facility unorder list add
FLOITHTST ATILATT
9 2 option f&eeaT Highlighter Condition Conditional Format painter C
e cell Highlights Highlighter Formatting
FIOTHTST ATILATT
10 Documentation 3for Ms-Excel Ms-Word Ms-access Ms-Powerpoin B
formatting Tt t
T AT ST
11| sroor Excel file & Pdf ERCEs I+ A
Form H&T save & 9Tl &
TLET AT FTT ?
12 | cell Address / Cell aET o A
Reference gT Column
Label @ Row Number 7=
combination 3.
13 | Ms Excel 2019 7= Cell ERCEs T A

address #&r column label

sTfor row number AT .




Sr.No Question Option A Option B Option C Option D Provisional Ans.
14 | MS Excel 2019 w¥ Cell intersection intersection intersection of ITIHY AT C
=S of only rows of only rows and
columns columns
15 Cell Pointer T# JeT F7=4T Press Enter Press Press Shift + Press Alt+Shift B
ELS G RE 11 G Key Shift+Enter Alt Key
Key
16 PowerPoint presentation Ctrl+O Ctrl+N Ctrl+S Ctrl+M A
AT FTOITHTST
shortcut key
=T I FLATA.
17 | slide show AT THATAT, Pen Arrow New Animation A
pointer T
draw line FTUATH 9T gid.
13 =T Normal Notes Page Draft RIEEIEIE C
Powerpoint T ITeTse
qTar.
19 ELCIEES Word Art Decorative Art Word Art Text A
F& presentation T&T Word
decorative text inserts
AT AT,
20 PowerPoint & Title only status Line Circle A
2T slide =1
type 2.
21 STIEHTAT FHIVTAT email Compose Reply Backward Forward A
EICEIREIR LRSI
ECCICES
e Fa.
22 | sroeeTer FromaT E-Mail Reply Compose Delete Forward B
qr&aTa=T AHATH
ECo)
T ToFere T
23 Delete =TT file T2 Recycle Bin Document My Computer My Files A
vt o
e STl
24 | S sryeATaT attachment 'Cross Mark' Y z N A
remove FITAHT HAT AT X)
=T 4T sign a¥
click &
25 Website =2 load T Refresh Backward Forward Tab A
HTe AT, ECol Button
TTET website TTT AT el

ST 9T




