MAHARASHTRA STATE COUNCIL OF EXAMINATION,PUNE
OBJECTIVE QUESTION
PROVISIONAL ANSWER KEY GCC - TBC HIN 30 - WPM BATCH - 1102

Sr.No Question Option A Option B Option C Option D Provisional Ans.
1 | Forward o3& wgar 27 39 T T A
E-Mail #T edit #% 7 1
2 | RECYCLE BIN & DELETE gl UE) A
#Y 7€ wrEr RESTORE
FHEAT qATHA 2
3 | Gmail # S sy FE & A star U Pin A Smiley I Tl B
< FT file attached Feer appears Symbol Appears
F forT =T YT FT sign
waTE |
4 | Gmail # delete fr gu spam Inbox Sent mail Trash D
message AT T T §
?
5 EMail § S/ 3 password star black dots Underline bold B
type FIT § AT —-mmmmemm
e ¥ fREar g |
6 | In Gmail & Fr4T option & Inbox spam trash starred A
3 T received messages
TATAT & |
7 MS-Word & g9 ctrl+.... left right center IULIE Rl B
shortcut key :... alignment
a forT T & 2
8 | vwumaE 7 'Cirl + R' 72 Gl TAT A
short cut key ¥ T Ha T
TS HT AT &
9 | MS -Word & Fret Insert view page layout home A
Ribbon® 37 chart add %
TFT g2
10 | 1n MS-Word # =reft Page Layout View Insert Home A
Ribbon # g% margin
change ¥ T g |
11 Word ¥ {20 71 v § & Font, Font Underline Color Aligement D
font group & ITeT=e Style, Font
SELEL] Size
12 | Excel # cells #¥ View Home Home--> align IYLIR T B
alignment % F foro -->Alignment -->Alignment
I
13 | Excel & cells # View Home Home--> align I FS B
alignment % F forg -->Alignment -->Alignment BELl
. A
14 increase Font =& button = Decrease Font Size Increase Font Colour A
% : : :: :. 9% button Font




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

15 | MS Excel 2019 & home clear clear formats clear IYLIR T D
tab & ¥ clear T T ___ comments hyperlinks
Y THA g

16 Bar % ST Tool Bar Title Bar Status Bar IYIR TRl C
Worksheet F Current
Status @ TFT 2

17 | = wtazatie & chart insert T UE) A
FHFRA G |

18 slide numbers insert FT Insert=>Page Insert=>Slide Insert=>Text Insert=>Table B
g TAtE? No No Group

19 PowerPoint & Outline view Sort the Arrange or Type matter to type B

F foro T slides adjust footnotes
FT | sequence of
matter

20 | page Setup Fi= Home Insert Design View C
Powerpoint &
7 H T 2

21 | Placeholder 78 Colored black dotted I TRl C
boxes FT ITAT object
inserting ¥ ¥ &1 21

22 | Inbox, Sent Item, Draft, WWW E-Mail URL None of above B
Trash etc. g option

System ¥ &T

23 Internal memory a2 Motherboard Microprocess Hard Disk Monitor A
computer F .............. i or
EHTE |

24 | Internet Explorer 78 TF g AT B
Output Device T 3TH
IETE )

25 Internet explorer I TH The Browser The internet The icon A file manager A

?




