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Sr.No

Question

Option A

Option B

Option C

Option D

Provisional Ans.

Email  CC means
Courtesy Copy a1+

Copy case

Cut copy

Courtesy
Copy

Cureent copy

Email & 27 executable file
attach =¥ @ &7

wE

Gmail ¥ Inbox & =T
=T T & 2

deleted mail

read mail

new mail

sent mail

Gmail & 7T mail fora= forg
TEAT {7 SHaETeT
option —----—- 2

New mail

compose

create

Sent mail

Gmail password

g T amET g |

Characters

Numbers

Black dots

ITUE Tt

THUH T H, Header 3
Footer apply %7 &7 :..
Tab =T ITART a7 ST 8

Home

View

Insert

Page Layout

MS-WORD ¥# 9<% italic
e form key
TEHTS TR ST 2

CTRL+A

CTRL+Z

CTRL+Y

CTRL+I

MS-Word® new document
open FA F T ___tab
TEIHTS T ST B

Edit

View

file

Format

MS-Word & g ctrl+....
shortcut key :... alignment

3 Fore ST A 2]

left

right

center

ERRG FAN

10

THUH € ¥ 'Ctrl + R' 78
short cut key ¥ & Ha¥ TTT

TS FIT AT &

11

MS Excel 2019 &
workbook file #T default
file name 7g book1 AT g

12

MS Excel 2019 # formula
bar , worksheet &1 19

fRamarg| .

13

Active Cell Bar & type f&w

T formulas

# display 21T 31

Tool Bar

Status Bar

Formula Bar

Title Bar

14

= max(56,65,78,38) 7T
AT FAT AAMT?

130

65

78

15

MS Excel 2019 ¥ gridlines
TR & AT AT e 7 |




Sr.No Question Option A Option B Option C Option D Provisional Ans.
16 | Page Setup Fi= Home Insert Design View c
Powerpoint &
& I 2
17 | Placeholder 78 Colored black dotted IYIR TRl C
boxes FT ITATT object
inserting ¥ ¥ 21T 21
18 | slide # # Placeholder GEll T A
delete f3T ST T B
19 PowerPoint # Drawing Images Symbols Media A
group 7 Home tab 7% g
2l
20 | Powerpoint e forg Teaching Marketing Animation IYIR T D
TEAHTA ZraT ¢ |
21 Email Program ¥ __ Address Massage Folder List Massage List A
Email Addresses store &% Book Window
TFHAT B
22 Gmail &, compose button a1 E-Mail Reply to Delete E-Mail Forward A
F forg forew = foro E-Mail E-Mail
FEQHT 2T 21
23 Gmail 7, forward button Forward Delete E-Mail Write a new Reply to A
F forg E-Mail E-Mail E-Mail
TEIET 21T gl
24 Gmail #, reply button Delete E-Mail 47 E-Mail Forward Reply to D
F forg forae % form E-Mail E-Mail
TEATA Tl 2l
25 Internet Explorer ¥ refresh F1 F12 F4 F5 D

Ffom shortcut
key FT TEIHTA F2d 2|




