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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 note 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.

ALL THE BEST



MKCL OES HS-CIT FINAL EXAM PRACTICE

Time Remaining

Lo 49:26
Question User :hkond6

Number of questions : 50
Q1. Unwanted repetitious messages, such as unsolicited bulk e-mail is

known as n Answered Not Answered

Q1. AT G180 T HSTM, o1 F foh 3Td@r dodb 5-Hel &l
& ®T H AT SATAT g

Options QSpam oH
QTrash §QT
()Courier HRAT

()calibri Ty

25  Not Visited

End Test
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Time Remaining

49:26

Number of questions : 50
Q2. From which menu you can insert Header and Footer?

= n 25 nswer:
QZ.ﬁW’ ﬂﬁl’\@' A9 %BT 3—ﬁT E‘,’CJ\ STl dohd %‘? nAswered .NotAs ered
25  Not Visited
Options  (Olnsert Menu $+8¢ A S
8Format Menu BIHC :ﬁa
Tool Menu el As] , .

() View Menu _J :ﬁ?r

23 | 24 § 25 PR ARwL:
29 || 30 (| 31 [| 32 |33 || 34 (| 35

—~— -~ — -~ - -~ -~ -~

End Test
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Online Evaluation Sysiem

Time Remaining

49:26

Ko image

o EoE e

Number of questions : 50
Q3. Which Option from clipboard is used to move data from one place to

anotherin a documer)t? n Answered Not Answered
Q3. el SEdTdel # ST &l Teh T & GE T W o o & v

feFerqals @ fhd fehed T IUANT fohdl ST 872 25 Notvise
Opti ( )Bold §ie8 | >
e chpy &:asteﬁ IR 9T n
QCut&PasteR IR 9T nm
qustify\_rlﬁ-?'cﬁl'é mﬂ
23 J2af2s

23 PAl 26 || 27 | 28
29 || 30 (| 31 [| 32 |33 || 34 (| 35

2

—~— -~ -~ -~

e e =

End Test
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< Time Remaining

49:26

Number of questions : 50

Q4. is an option in Font Group. n —— Nk Ansiiacnd
Q4. hiec HAG H Ueh Tdhed gl

25  Not Visited

Options Find tﬁl"s'g
Strikethrough RIEHRI =
Change Styles Tl TCISd |

Replace

End Test
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Online Evaluation Sysiem

Time Remaining

49:26

Number of questions : 50
Q5. Shortcyt for document views toolbar is situated in bar.

Q5. §'|T=Fs’2|¢\?5|'(," CQ-Ic\ 9\(‘15”‘{ a; %U Qﬂm ﬂ' %2‘]?-[ %‘l n Answered Not Answered
25  Not Visited
Options Title bar CISCel dX e
Tool bar CISCel &
Task bar CT¥&eh d{ , -
Status bar TeTH T

End Test
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Online Evaluation Sysiem

Time Remaining

49:26

Number of questions : 50
Q6. To open a existing document, click on the and then select

O pe N n Answered Not Answered

QGJ:ﬁ\_TJ\aT g\mﬁ? @‘_’Iﬁ a; %U’ qT W a’ﬁ- 3-ﬁT m 25  Not Visited
open T TIeT Y| -

Options OMS Office button MS Office dceT
ocument Views SIFTHC g
OQuick Access Toolbar %IE ey [MSCIES
ORibbon Reer

End Test
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Time Remaining

49:26

Number of questions : 50
Q7. Pressing F8 key for three times selects

Q7. ma- diY a; ﬁ-ﬂ' F8 @I’ m @' a?r ER:]T—[ m %‘l nAnswered Not Answered

25  Not Visited

Options OA paragraph Uch R
OA Sentence Uesh dIdyd » =
OEntlre document tl'l' aEdrdat
OA word Ueh Asq

End Test
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Online Evaluation Sysiem

Time Remaining

49:26

Number of questions : 50
Q8. What is the shortcut key you can press to create a copyright symbol?

Q8. HIYRTSE Tclieh &l & AT M9 dleT &Y Aicshe FHoll gaT n Aumcred Siot Aueiered
W %-? 25  Not Visited
Options Alt + C
Ctrl+C » -~

Ctrl + Shift + C
Alt + Ctrl + C

End Test
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Online Evaluation Syslem

Time Remaining

s 49:26
Number of questions : 50
Q9. Thesaurus tool in MS Word is used for :
Q9. THTH g  RAERE ol HI IGHT ¥ T AT Sirar B o REEE 25 ETR

25  Not Visited

Options OGrammar option cYTeh{U] fasey
()Spelling suggestion dcteit SEIC] - =
Synonyms and Antonyms word qgarE 3 A e
8AII of above 3UUFT T

23 | 24 § 25 PR ARwL:
29 || 30 (| 31 [| 32 |33 || 34 (| 35

—~—

End Test
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Online Evaluation Sysiem

Time Remaining

o 49:26
st ]
Number of questions : 50
Q10. V\\{hy Drop CaQs are used in document?
Q10. STeFgAT H T HeH &I 39AT FI fhar Srdr 72 o REEE Not Ansuered
25  Not Visited
Options QTo begin a paragraph with a large dropped initial capital letter
UF 93 T v gRAF gt 99 F /Y v Wene - -

AF F & AT

9
OTo automatically begin each paragraph with capital letter
TIATAId & F Jcdsh &R Fl 93 HeR I Y& HLeAl
OTO drop all the capital letter SRR < o> s
AT gelt 99 BisA & felvw ! |
ONone of these 29 1130|371 [|32|33 ]| 34 || 35

SIH H HIg gl = A — i

e e =

End Test
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Online Evaluation Sysiem

Time Remaining

49:26

Number of questions : 50
Q11. Which of the following is not valid version of MS Office?

Q11. ﬁmﬁ ﬁ @' Tﬁo_-l' THUTYH 3—ﬁ'ﬁ-ﬂ:|' T a'ﬁ]' W‘[ aﬁ' %"? nAnswered Not Answered

25  Not Visited

Options QOfﬁce 2007
Office Vista » =

ffice XP
None of these

End Test
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Online Evaluation Syslem

Time Remaining

s 49:26
s EmnE -
Number of questions : 50
Q12. You cannot close MS Word applicationby
Q2.3 2aRT MS Word UTSedherT 1 sa =&t & Thd| o REEE Not Answered

25  Not Visited

Options ()Click X button on title bar
g85ed R T X §ed W Fola &l - =
()Choosing File menu then Exit submenu
WIS Al Aol T TIH & T feiehel
(_)From File menu choose Close ‘submenu
WIgel A W, FIAT dg Y oA
(" )Press Alt +F4‘ = &
Alt + F4 ¢dTT 29 N 30131 [ 32 1l 35 | 34 || 35

PAl 26 || 27 | 28

—~— -~ -~ -~

e e =

End Test
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Online Evaluation Sysiem

Time Remaining

49:26

Number of questions : 50
Q13. Background colour or effects applied on a document is not visible in

Q13. SR T [T AT TG oIE] fohdm I g&raet H e n Answered Not Answiered
aﬁ- é\T"T %-I 25  Not Visited

Options OPrint Preview T dieq . -
Print layout View e &3—113‘6 g
Web Layout View ad ol3113¢ g
Reading View dfsar g

End Test
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Online bvaluation Sysfem

< Time Remaining

49:26

Number of questions : 50
Q14. Borders can be applied to .

T Answered V| Not Answered
Q14. 91T F1 oTT9] foRaT ST @t I osvere 25 epe

25  Not Visited

Options ( )Cell Bel
Paragraph T
Page Ol
(DAl of above 3uFa el

End Test
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Online Evaluation Sysiem

Time Remaining

49:26

Number of questions : 50
Q15. If you need to change the typeface of a document, which menu will you

Choose? n Answered Not Answered
Q15. Iie 3Tl Thdl GEATdST & TR T Sgelel i HTaRTehdll &, dl > P

Options(_)View g
Format BIHC

Tools Ced
(Edit

End Test







