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General Instructions

* Please note this is practice for your final exam’. In the final exam the
total number of questions that you will get will be 50 and the time to
complete the final exam will be 60 Minutes.

* You may mark your answers in a hote pad and check it with the
correct answers that will be provided to you in evening.

* Explanation of every correct answer will be provided to you so that
you are able to learn and understand the concept thoroughly.
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P Time Remaining

49:26
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Number of questions : 50

Q1. How many different positions can you set for drop cap? . e - .
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Number of questions : 50
Q2. How many ways you can save a document?
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Online Evaluation Sysfem
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Number of questions : 50
Q3. What is the maximum number of lines you can set for lines to drop box?

Q3. d1FF 31T el & [T A8l dhl TR dd &7 fohdell g Tehdr nAnswered Nomnswered
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Options (A) 3
(B) 5
(C) 10
(D)15
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Time Remaining
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Number of questions : 50

Q4. Single spacing in MS-Word document causes point line
spacing. n Answered Not Answered
Q4. MS-Word GEATAST H Tehel Rerd qisc ollSel Rerd ol o
IO SoIdT gl e
Options (A) 10
(B) 12
(C) 14
(D) 16
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Number of questions : 50
Q5. Which enables us to send the same letter to different persons?

QSEIT E?el' HAIT- ] cjil'%(-l?:n' Eﬁf Uch @' s ﬁaﬁ JE|' T&TH dATdl %") nAnswered NotAnswered
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Options (A) Macros/ Hepr
(B) Template/ cFIeIC
(C) Mail merge/ﬁl?«r Aol
(D) None of these/ 38 & &Ig gl
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Number of questions : 50
Q6. A word processor would most likely be used to do

Q6. Tsh s NATT HT TIH 3R 3TAIT Flar HT THTGAT graft n Answered Not Answered
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Options (A) Keep an account of money spent/
gd fhu v 4t &7 o @
(B) Do a computer search in media center/
X A U FY Wil A &
(C) Maintain an mventory/K’T:F m g0 W
(D) Type a biography/ Teh SiIdsil T8T Cry
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Number of questions : 50
Q7. Which of the following is not essential component to perform a mail

merge operation? n Answered Not Answered
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Options (A) Main document/ HEZ cTdrdal

(B) Data source/ 3T @Ff
(C) Merge fields/ HT tﬁl??r
(D) Word fields/ 2Te& &1
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Number of questions : 50

Q8. A word processor would be used best to — B 1ot sceored
Q8. T 2Ueg WATAT T TIH 37T 39T fohar e n .
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Options (A) Paint a picture/ Teh I Fa137
(B) Workout income and expenses/ gh3TT3C SolchH IR @
(C) Draw a diagram/ Ueh [IT ST

(D) Type a story/ Fglal ol

End Test
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Number of questions : 50

Q9. All caps to selected text in MS Word: Aimwerdd PR Mot Answered
Q9. THUY g3 H IITAd UTS & FHT Sheq: n .

25 Not Visited

Options (A) Alt+shift+A
(B) shift+A
(C) Ctrl+shift+A

(D) None of these/ 318 & HIS Tal
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Number of questions : 50

Q10. Apply bullet list in MS Word: i 5 [
Q10. MS Word H Felc I o] X ﬂ .
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Options (A) Alt+shift+A
(B) Ctrl+shift+L
(C) Ctrl+shift+A
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