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Sr.No
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Option C
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Provisional Ans.

Email ¥ message FT
FZTd important
2l

Address

Subject

Attachment

Sender

Gmail password

R aET g |

Characters

Numbers

Black dots

ST TH

Gmail ¥ email T% F7 AT
attachment #t samaT 7
STaT size T g
|

25MB

10MB

5MB

20MB

Internet Explorer ¥
key Stop action

% forg sfeqamer gt 2 |

Escape

Delete

Refresh

Sort

Internet Explorer & F5 key
Refresh ¥ forw gfqamer
2Tt 2

¥ file T link ¢ % forw
TH HT
T R ST g

Embed

Hyperlink

Copy

Insert

Word & Process I &7
Aqaa g2

to create
Presentation
with Slides

To create
Web Page

To Create a

document

S TS TR

preview mail merge &<
& o AtearT
TEIHTT L 2l

View Result

Preview

Result

Preview Mail

Merge

View Mail
Merge

Z1eq 1 g7 document &
T 7 5T % forg

shortcut keys T FFIHTT
TH FT gl

Ctrl+C

Ctrl + END

Ctrl + Home

Ctrl + A

10

T M7 correct FIA T
efforts 7 7 &

for facility ST
T STt &

Auto Text

Insert Picture

Insert symbol

Auto Correct

11

Excel # ROW T
................... Labels 2T 21

1,2,34,.........

LILII,

a,b,cd, .........

12

== gfayr & 7= e 3
3% T2 Cell F Data 7%
Cell Range & Center ¥
Align F¥ T 2

Center Align

Merge &

Center

Split Cells

Mail Merge

13

Excel & ®TEe Hog F4 %
T Shorcut g

Ctrl+A

Ctrl+C

Ctrl+S

Ctrl+X
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14 | select i T &ef o Feie Ctrl+X Ctrl+S Ctrl+D Ctrl+C D
FRFAFRT L
Shortcut FT FEHTT 1T &l

15 MS-Excel & show formula Format Formula Format Feedback B
7IZ option fegmar
2l

16 | PowerPoint % Title slide =g Slide layout slide show Title Slide IULIE Rl A
.

17 | slide % Title, Content and T LEG A
Header components g !

18 | z=rét fra paper work Access Notepad Presentation Excel C
F fa=r FWaE T
FTAT ST 8]

19 | o= # slide show &= % slide show Home Tab View Tab Slide A
IEQuki) tab =T tab Animation
TEHT FEA 3 |

20 | 9= 7 slide show & % From From this From Current Start Slide A
IEQue) Beginning slide Slide Show
command TETHTT F3d § |

21 | E-mail address 7 domain T Tl A
name ¥ code ¥ 3R
F fow @ g &1 sEmTe
a2l

22 | gl LAN @ W TEEn ATCP An Eathernet POTS A T B B
2 network Network

23 | ux webpage & 3E¥ Upload Surfing Download Link B
webpage % ST % fFaT
;M FEIR

24 | tr g HAR WA S AT T GE T A
3% computer F THE &
Network Tz gl

25 | afam data THET ¥ DVD-R DVD-RW TR et ITE ARF B

DVD ¥ copy &% T 2 |




