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Instructions to the Examinee :

1.

Do not open the booklet unless you are

asked to do so.

The booklet contains 60 questions.
Examinee is required to answer all 60
questions in the OMR Answer-Sheet
provided and not in the question booklet.
All questions carry equal marks.
Examine the Booklet and the OMR
Answer-Sheet very carefully before you
proceed. Faulty question booklet due to
missing or duplicate pages/questions or
having any other discrepancy should be
got immediately replaced.

Four alternative answers are mentioned
for each questionas - A, B, C & D inthe
booklet. The candidate has to choose
the correct / answer and mark the same
in the OMR Answer-Sheet as per the
direction :
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1. Dataentry is :
(A) Output
(B) Input
(®) Save

D) None of the above
2. Page layout view shows :

(A) Print layout

(B) Data

(®) Formula

(D) None of the above

3. Password required for protection :
(A) Yes
(B) No

(®) Sometimes
(D) None of the above

4. Subtotal helps :

(A) Delete
(B) Summary
(®) Save

D) None of the above

5. Excel supports reports :
(A) Yes
(B) No

(®) Sometimes

D) None of the above
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6. Recycle Bin is used for :

(A) Store deleted files

(B) Save files

(@) Open files

(D) None of the above
7. Taskbar shows :

(A) Running programs

(B) Files

(®) Folders

(D) None of the above
8. Scroll bar is used for :

(A) Delete

(B) Move page

(9] Save

D) None of the above

9. Keyboard is :

(A) Input device

(B) Output device

(®) Storage

D) None of the above
10. Alt + Tab is :

(A) Save

(B) Save files

(®) Switch windows

D) None of the above

A901014T-D/50

10.

TR fam @

A) =@ R IR

(B)  WwE

C @R

D) SWE ¥ § B ol
BhIA IR & IYANT &I ®
A) &N & [T

B) U H =W & for
€ qI B & [T

D) ST | | B Tl
PEE ©

{TYC SUBIT

(A)

(B) HRIYS IJUDI

C)  ¥HSRW

D) ST | | B
At+Tab ® :

A

(B)  BIE 8 BTN

€  fer Faa

D) ST H | B3 Tl



1. Justify alignment means :

(A) Equal margins

(B) Left

(€) Right

D) None of the above
12. Row means :

(A) Vertical

(B) Horizontal

€ Both (A) and (B)

(D) None of the above
13. Grammar check is :

(A) Automatic

(B) Manual

€ Both (A) and (B)

(D) None of the above
14, Mail merge needs :

(A) Data source

(B) Main document

(®) Both (A) and (B)

D) None of the above
19. The shortcut to increase font size is :

(A)  Ctri+S

(B)  Ctrl+Shift+<

(C)  Ctrl+Shift+>

D) None of the above
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16.

17.

18.

19.

20.

Title bar shows :

Date
Name
Time

None of the above

Right click shows :

Delete
Options
Save

None of the above

Paste means :

Delete
Insert
Save

None of the above

Windows supports :

Multitasking
Single task
None of the above

Hardware

Search option is used for :

Delete
Finding files
Save

None of the above
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21. Copy sheet option is used for :

(A) Duplicate

(B) Delete

(®) Save

D) None of the above

22, Locked cell cannot be :

A) Edited
(B) Viewed
(®) Saved

(D) None of the above
23. Error #NAME means :

(A) Value

(B) Division

(9] Wrong name

(D) None of the above

24, Axis title shows :

(A) Label
(B) Value
(©) Chart

D) None of the above
25. Data tab includes :

(A) Sort

(B) Filter

(®) Both (A) and (B)

D) None of the above
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26. Page layout tab is used for :

(A) Insert

(B) Page setup

(®) View

D) None of the above
27. Print preview shows :

(A) Input

(B) Output

(9] Save

(D) None of the above
28. Review tab includes :

(A) Comments

(B) Spelling

€ Both (A) and (B)

(D) None of the above
29. Record is :

(A) Column

(B) Row

(®) Table

D) None of the above
30. The shortcut for page break is :

(A)  Ctri+P

(B)  Ctrl+Shift

(®) Ctrl+Enter

D) None of the above
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31. MIN function finds :
(A) Lowest value
(B) Highest value
(®) Average value
D) None of the above

32. Alignment includes :

(A) Left
(B) Center
© Right

(D) All of the above
33. Insert column means :

(A) Add column

(B) Delete

(9] Save

(D) None of the above

34. Data labels show :

A) Title
(B) Axis
(®) Values

D) None of the above
35. AutoFilter is :

(A) Automatic filtering

(B) Manual

(®) Delete

D) None of the above
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36. Brain of Computer is :

(A) Keyboard

(B) Monitor

(C) CPU

D) Mouse
37. Printer is :

(A) Storage

(B) Input device

(®) Output device

(D) None of the above
38. 1MB=

(A)  512KB

(B) 1000 KB

€ 1024 KB

(D) None of the above
39.  WiFiis:

(A) Wireless network

(B)  Wired

(®) Device

D) None of the above
40. Bit is :

(A) Largest unit

(B) Smallest unit

(®) Medium unit

D) None of the above
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41, Application software runs on :

(A) OS

(B) Hardware

(®) Device

(D) None of the above
42. File properties show :

(A) Size

(B)  Type

€ Both (A) and (B)

(D) None of the above
43. Update means :

(A) Delete

(B) Improve system

(®) Save

D) None of the above
44. Internet is :

(A) Device

(B) Network

€ File

(D) None of the above

45, Extract means :

(A) Unzip
B)  Zip
(®) Delete

(D) None of the above
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46. The shortcut for a new file in Notepad is :

(A)  Ctri+S

(B)  Ctl+O

(C)  Ctr+N

(D) None of the above
47. Scroll wheel is used for :

(A) Clicking

B) Scrolling

(C)  Typing

(D) None of the above
48. Windows supports GUI :

(A) Yes

(B) No

(®) Sometimes

D) None of the above
49, The shortcut for open document is :

(A)  Ctri+S

(B)  Ctrl+N

(C)  Ctl+O

(D) None of the above
50. The shortcut for paste is :

(A)  Ctri+Vv

(B)  Ctri+C

(C)  Ctri+X

(D) None of the above
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51. Tablet is :

(A) Desktop

(B) Portable device

(®) Server

D) None of the above
52. Copy means :

(A) Duplicate

(B) Delete

€ Edit

(D) None of the above
53. Input devices include :

(A) Keyboard

(B) Mouse

€ Both (A) and (B)

(D) None of the above
54. WAN covers :

(A) Large area

(B) Small area

(®) Local area

D) None of the above
55. Computer is used for :

(A) Data processing

(B) Gaming

(®) Communication

D) All of the above
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96. Formatting improves :

(A) Delete

(B) Appearance

(9] Save

(D) None of the above
57. Styles include :

(A) Heading

(B) Normal

€ Both (A) and (B)

(D) None of the above
58. Page size options include :

(A) A

(B) Letter

(®) Both (A) and (B)

D) None of the above
99. Accept changes means :

(A) Finalize

(B) Delete

(9] Save

(D) None of the above
60. The shortcut for print shortcut is :

(A)  Ctri+O

(B)  Ctrl+S

(C)  Ctri+P

(D) None of the above
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Rough Work / % &M
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Example :
Question :

Q1 ® @ © ©
Q2 ® ® @ ©

Q3 ® @ © ©

5. Each question carries equal marks.
Marks will be awarded according to the
number of correct answers you have.

6. All answers are to be given on OMR
Answer Sheet only. Answers given
anywhere other than the place specified
in the answer sheet will not be
considered valid.

7. Before writing anything on the OMR
Answer Sheet, all the instructions given
in it should be read carefully.

8. After the completion of the examination,
candidates should leave the examination
hall only after providing their OMR
Answer Sheet to the invigilator.
Candidate can carry their Question

Booklet.
9. There will be no negative marking.
10. Rough work, if any, should be done on

the blank pages provided for the purpose
in the booklet.

1. To bring and use of log-book, calculator,
pager & cellular phone in examination
hall is prohibited.

12. In case of any difference found in English
and Hindi version of the question, the
English version of the question will be
held authentic.

Impt. On opening the question booklet,
first check that all the pages of the question
booklet are printed properly. If there is any
discrepancy in the question Booklet, then
after showing it to the invigilator, get another
question Booklet of the same series.
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