MAHARASHTRA STATE COUNCIL OF EXAMINATION,PUNE
OBJECTIVE QUESTION
PROVISIONAL ANSWER KEY GCC - TBC HIN 30 - WPM BATCH - 1204

Sr.No Question Option A Option B Option C Option D Provisional Ans.
1 | cD-RW #t wrger READ WRITE DELETE I Tt D
T TR g
2 | HARD DISK & ®Tée READ WRITE DELETE I T D
EREn |
3 | PEN DRIVE #¥ wréer READ WRITE DELETE I aT D
FT TR Bl
4 | PERMANENTLY el T B
DELETED FILES
RESTORE #¥AT ¥ &1
5 JAVA 1 %? Programming Application Control Unit Central A
Language Software Processing
Unit
6 In Word doucment list & set clear left right B
tab remove F¥ * form
____buttton click ¥
7 Word # Left, Right, Center, Fonts Line Spacing Alignment Charts C
Justify I8
*
THTE 2
8 | Word Processor # line full T2 ¥ i EECEEY R A
2T T cursor ANETAT line TX
shift AT g, ST
FEd 2l
9 view # automatic Outline Draft web Layout Print Layout B
page break dotted lines®
faar 3
10 Increase indent T button, Standard Paragraph Status Drawing B
Home tab & ™
Group & [T g
11 Currency Style Apply &< Comma Accounting % Format Date Format B
% T Home Tab & Format Number
Number Group : @ i i i, Format
=4 Option & ZraT 7
12 Paper size &I change &% File Setup Print Setup Page Setup Document C
Ffrm__ option Setup
TEHTA FYd B
13 Numeric data Tg=aTet cell Measure Count Sum I FS B
=T count < = forg EEdl
¢t Ig function
T ITIAT ZIaT 2
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14

Selected Cell Range ¥ &
g Numeric Values &
Cell Count F<ur & forw

=Countno ()

=Counta()

=Countblank()

=County()

15

TEaH 3 fAsTer & o

Count()

Max()

Min()

Round()

16

PowerPoint ¥ shortcut &
foro w1 @t command &1
TETHT T ST €2

Ctrl+b

Alt+b

Shift + b

EXRGFAN

17

Copy & & form
PowerPoint presentation &
9 T keys FT ITART AT
2l

Ctrl+b

Ctrl +U

Ctrl + 1

T A

18

PowerPoint # text copy
FHEfm_ ¥g
shortcut key TFIHTA F2T 3|

Ctrl+A

Ctrl+VvV

Ctrl+C

Ctrl+D

19

Powerpoint & Cut FaiE
TEHT FOOT o ford
otz £ 21

Ctrl +g

Ctrl + x

Ctrl + z

v

20

PowerPoint ¥ italic
command ¥ T Fa &
shortcut keys T TEqHTA
T &?

Ctrl+b

Ctrl+U

Ctrl + 1

ERRGFAN

21

E-Mail & ST virus
infection 2T TaT g

22

Delete f% gu E-Mail
S - 1 1
form ST e B

Trash

Inbox

Outbox

Draft

23

Delete f7 gu E-Mail,
trash = arfae forw st
2l

24

H ¥ g1 E-Mail #7 reply
T <7 Tt R

25

EECINIGER
Network #T system 21

Internet

LAN

World wide

web

Cyberspace




