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Software/ATeEaa £ [LIVER

Set of Programs/ WUl &7 94
\!

System Software Application Software
Use for Hardware only Use for user only
Not share anyone Share anyone
Any operation system MS-:l),ffice
(Eg. MS-DOS, LINUX,UNIX Whatsapp
window-XP, window-7 Face bool — &7
window-10) Antivirus ““‘r‘ )
1- Utilities software Mx-playe: ,@’iﬁ
2- Device Driver ‘
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A
Exercise on MS-Office £

Q.1 Toupdate a formula in table, pressa.........

ferdit ot table W formula update &3+ & feT 38 | o= TaTd &2

(A) F9 (B) Alt+ F9
(C) Shift + F9 (D) F8




A
Exercise on MS-Office £

Q.2 The keyF12 work as:-
F 12 it ol i &:-

(A) Save as (B) Open
(C) Save (D) Close




A
Exercise on MS-Office £

Q.3 You can use......... to copy selected text: and..... to
paste it in a document.

(A) Ctrl +C, Ctrl +V  (B) Ctrl +C, Ctrl +P
(C) Ctrl +C, Shift +P (D) Ctrl +D, Ctrl +A




Exercise on MS-Office £ §

Q.4 Each Boxin aspread sheetiscalleda................ ?
TSI & Uelch Box ahl oI gl STl &l

(A) empty space (B) Cell
(C) Record (D) Field




A
Exercise on MS-Office £

Q.5 A......... is a collection fo information saved as a unit-

Tk IE & ®U § SRR oh THE Heelldl 81

(A) Folder (B) file
(C) Path (D) File extension




Exercise on MS-Office £ §

Q.6 What is the overall term for creating, editing
formation, storing retrieving and printing a text.
document.

Creating, editing formation, storing retrieving & 3R

print % W AR w1 ferdeh faiia o1md gl

(A) Word processing (B) Web design
(C) DBMS (D) Presentation generatiosz
(E) Spread sheet management —




Exercise on MS-Office

Q.7 Afile is often referred as:-

(A) Device

(B) Documentation
(C) Document

(D) Wizard
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Exercise on MS-Office £ §

Q.8 Which one of the following software application would
be most appropriate for performing Numerical and
Statistical calculations?

TUTHT Td WEHhT TR 6l &1 & fau 378 gl sfoa
Software HH-9T &1

(A) Data base (B) Document Processor
(C) Graphics (D) Spread sheet =




Exercise on MS-Office

Q.9 Thebackground of any word document may be-

ferdt ff word document hT YIS T 1T &1 kel &1

(A)
(B)
(C)
(D)

is always white

is colour your Pre-set

is same for entire document
can gave any colour you choose
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A
Exercise on MS-Office £

Q.10 Text in a column is generally aligned-

feret ot column ® g o Text hal feed Bt g1

(A) Justified
(B) Right
(C) Centre
(D) Left




Exercise on MS-Office

Q.11 "Number" in a column is generally Aligned-

feret ot column ® g ¥t Number & ftra gidi 21

(A) Justified
(B) Right
(C) Centre
(D) Left
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Exercise on MS-Office £ §

Q.12 To save an existing file with new co-cation we should
......... command.

Ugel ¥ Save f&dl ot file sl THT SFE W save &{H o user
command I EI?

(A) Save

(B) New file

(C) Save as
(D) Save & replace




A
Exercise on MS-Office £

Q.13 What is the main folder on a storage device is called.

et oft Storage device & main folder Sl &I Tgd &-

(A) Main Directory
(B) Interface

(C) Root directory
(D) My document




Exercise on MS-Office £ §

Q.14 Excel workbook is a collection of-

(A) Chart

(B) work sheet
(C) work book
(D) a & c both




Exercise on MS-Office

Q.15 A directory with in a directory is called-

ferdit off directory &' directory i &I hgd 2|

(A) Mini directory
(B) Junior directory
(C) Part directory
(D) Sub directory
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