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6. t3oE) Rdoo6 4e36o?r?rl qeod?rJ EEi6 g6elr6 ci@6d 8g o?ood?rr oer?sd6co o6id?r&rr.

ta
(t) (4)

7. ci6(D6?o qodoc)?r 6d(! 06 866 orE Ed.er?r (icons) q4od?'J t38co6?s oro6on!'rrJ E4(366 @?iod?'

Edrehcad ?o) e38,r6?s(l tl)38?' ,$d5J5)r AA?ti 6?ici ?id?r eq €a o.,3ead Edrt'66 o?$c'dD Edro6(36J
BgoogsJ Rdoo?rr Sgad o6.ld?r&rr.

(,) *il

t, o6(os?i<r @5) 3oa6 ?5d glE @da5)6d 0t3r (r@o (close) e3qlor 98?5)6 (mouse) 6(oc6J@6 ,s€ ge
8e,(oq qcts)d.,3 ftdou?r' Be4o o6'ld?rhrr.

(1) ci6('6?' 5d@d qa€oe6 ge'e o?o€o@u 918 @n 986csC oo oaid?'o odd ?'q (click) A60
(2) o6o56 6dod ae€t36 e?o€ o?r€oott qi6 0r) g8?s@cj oO @ardb)o odd 6q (click) Eao
(3) ?s.8ca Adloo (task bar) gl8 SAet' ,oe oCa?rrci Q.?r9@O?r Edrer?ro (icon) ol' oO @ai?5j:'O Odd

,re (click) A60
(4) Aaet' ?od qr6 ocpu:ecj Ol'rr @ doel'r(rt5) p8o eecAdodr:: (mouse pointer) 6)ac oO oal6,6o

@Qod6, ,5Q (double click) 88o

(3)(.2)

re

(2)

(4)(3)

9. e:Aao;a<:t'18d8o 6q?'i 98tso1 (mouse) oo€oo srrA6 6g oo10.6 o@oeod (tool) o5io?iJ,
(l) odCA da?'9 (joy stick) C3. (2) oo d6?'J (ouch screen) 6.
(3) eaa .9t3?'J (light pen) 6. (4) o€?'J 08o (pen drive) (3.

10. e6.o6?io6j Ag c,dlz, raAcj gd oda?r6d es:od nd6al €A gt'rd e6.o6,$ r,raor gooioo @
(Jed 60(D 6ad o?ood 6Q ,od?rr eE. ooAE €g o5lo?rl,

(l) tod15) o q16 oeb?'@cj go$ra) 8go ooa d?'od @ 6e ol8 Ao o.
(2) Aoaor o 916 @Ca5)od qdo?r, SgoO qoe.r5)<3o e?$od o (J' 3)18 Ao c].

(3) 0oo,r o qls oeb?r,e<J qdo5) Sgoo eiBo q18 Egoo (n0 ?'16 Ao 6.
(4) Soao o q16 oCa?r6y,:?ti 9o6t O e6(,6?o Ed(! ear (06) ?riE 30 C3.

ll. qt3'A e36('6?r 6Ad1 godrce EO18 oedl @t € 06) crion e38q q16)t(Ee t'5d1o5l eq.
"qa€ q6) ooq.lade, oo ql' qR6Ce, qe€ qt'J olR(ECe, oO 96 g€,16Ce, ae€ q?r ger(6Ce, oO
q?i @oqr6Ce"

ooAE C3edl e(l66 I 005)6 AouJ q?
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12. tJl'?r X 6(J1@a oo5) ESt:(J?5J Q, Y 6ft,9a eo eo?'r (Jedr e6?'c. SBoO 3),A?i 6€ (!adl Sodloa eeJg

E q(6JoO.

x Y
l. o?rJt'd A - EO18 6edt oeee tJo&
2. gu,,e B - EcrB 6Adl 6eig or OQ oee€ tJO6
3. c?tJ6o C - 5c18 6ed1 @ee€ erJ (.ts orig t,O&

D - cg o.er€ 6)c .3A ot,€ ca@&

qer6) X Ed(oO BqodJ oo5J YEd(oO $qo?'J 6ejg tiol, Ao(oq ge8g6.ogbj G)reg eo gC4d Aod q?

(r) A,c,B,D (2) B, D,A,C (l) B, D, C,A (4) C, B, D, A

13. l96r3L:r o:o oob.)(5 c.ed. e(J5r6 660.) c:6c)d?s C3edr lrodl@O BOlg (3ed( @.rre 06) q6)r6e ?'rgd
Ao3 gA qr6rd6r Ac(o€ o qld@cb) Sged ot'j6?'i'J
(1) aa€ e6r aad6cle, aa€ g?' Ser6Ce, o@ cp6r orQr6Ce, aO gb) QadlECe, o€) q?, (9.oR(6Ce,

QrO€ 96) qad(ECe, oo .?6) .9.oR6Ce
(2) o@ qo, aad6Ce, ,ieg gt' E€.,6Ce, e@ g?i oaq((Ede, ao qt' Qad.l6Ce, oo q€) olft(Ede,

qa€ .?6) qad6de, oO qE) @rq((Ede

(3) qa€ ql5) eaddCc, qe{5 gi) @cE.6Ce, o@ 9E) olq((Ede, qag qr) qad6Ce, oo qb oeR(ade,
oO q?r ead(aCe, oO q6J grQ(6Ce

(4) oo .lt'r qad.6Ce, qeg c1o ger(aCe, oO qr) orQ(lECe, o@ E?, qad.(ade. oO qEr @cq((Ede,
quog q?' qad6de, eO 95) e.Q(lECe

14. {38('{66 6e61 godroo Eo(8 (JAdl 6.t3S, CO oe3€ dO oeje Q 60(' Odl (3e6 q 6r,A6 6jd (!A<J. ecr6)ql
lod 915 0r?r!(5 @?ijdalb).
(l) a)06, aaoEocJ 6665))€ ?sA.
(3) 6i@ etJts(.3?sj o qq o1€i6 glE l94.

(2) caood q5loe qei @e qg 6.
(4) oC SAcc Oge o8o ed€5,8

15. 9.('g0 Edeqor qroarar:o go,a.3rqd O ..... afrlcsocC Aog @A o5par
6rb)Eo6 ?$ogAae 6)' dcr @oozJ o e3cbbr@"o6 (lrc,-O a&r O...... .. . .. .. oo gr(,b5rl9d
Boc]Q€do 6eJo?5(Jbj oO

9ol' g-:oo.J O or @ Sdqbj caqBr' Ao(dE 6?radl bro Bgooed q(d.eoa-) AglD.J ,e?njdbj3).
(l) oe:e{('e6) leCpEre6.!, :iso?'rjjsdd €3)rca6)

Q, Aarc'?s Eeo)8, ?osoE)r5)d6 Bs)rol5)
(3) gd?iQ. ea?odl
(a) @tlr4(l)8?5 odl'oo6(,]. 6rt (,1'c ?'16C3 coarr6?s

16. q,c:rE)d) ('6e(J A€, o.('co:J)(6e 68c]C36 gro]5)?'JGlj AAo q.(; eoD c.o6 @ dor5)(,6r 5)6 q16 or)ee)d
.?r66J5)(Jr$, dO OAo q.(! gnd t3dlSooq?' ?'oga r:qB)j oord c,Ar) Ed6d?, otJ(o.3 AOd Q?(l) rJo,A6 gd6ob)(J
(2) gd?rdbi eo
(3) qo!?rJErd qroa@ SdboE)(5
(4) d.?'.?rl d8t' gd?s)oDor

17. gc<-:oo go]E<.:cod ori.Jdoe?$ oCI'oo6(J e38o{6l6)(5 i'tr46c€?ri d.€jeo ortjtua .35)til) qoesdJ,5)s q6d,
6eC' dd3o e3qor 5)r5c.i] rio6 q $?5)d ?ndsJ eq.
qrol Eo 5)€ ?0156 8g@og?ri
(l) d.ddoosJ e9E ?o,tJca<rd arc d.ei8@ ql'ro ocad 5):rtj666.
(2) d.dAO q5) ?5ru.16?'1Brc dd8@ q?'o eeed,'rtr6c18.
(3) dd8o qb)o oed adJr:r-:d or dtjdo.orl eg;odroc:6
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t8. t3o€e?no qiee.d 6d?rr €o8?rJ@d e86€rB €?o oDit3d(3?r ooqE,no gg 05) gqC (,e@qa Sgaq oeF?'r
o66?od56 680 €3q$, o6i.')3 eao(,'e o66?'d5 Ag@ogl'J ft?iiocbr Aend oE)jd6&'.
(l) 6.aEcdg5) ob8ird6.r, e6{oJe(3 ob8?rd6(l
(2) qaao'e46 aY86666, qd@6t'odJq ob8?rd66
(3) qt59l,6,oedoQ ou6?rd56, Qrbor€ae ob8?td6(3
(4) 6"ar't'io?i ob8?sd66, qrt'o'€Ae o88?sd6.1

orc(Jcdan 2018.10 0l q?rJ ge gqC t'cd?rdl eG) 96B0 8a Ed gqd 6{d6ca d.. 250 8. 2018 o6€('d
o?5l66jab @066y-i gd gQd AC3Q@ o{D8@oe o?$eo d1. 3 800d I gt'd,2018.10.31 Qr:o d1. 200n orCe<,rrd

gd gqC emd:sdl e(j) 9E6o 846.
2018.10.01 q6 5o gaet q@o(3 969d6(3 a6o ooeoosJ elg€ gqe o?o,e5os q?

19.

20.

(2) oL 3 75O (3) a. 3 800 (4\ 51.4250

erBos?rod ea?od ?od?rr eq .oelo?r(Jzr $r6d6)o (curcor) oeed qts etDdl oq?sd o?sc q1O6 Sa a 916).
d €galrJoo e3&6 €q?oFJ zEO5) 9?scn6 Aoloq ,eA q?

(l) 6adr go4oo 8ea (delete) (ned odd 6)q ?o€. Se (!.
(2) C3edr gcQ@a Aeo (delete) caed o{odid l'rq ?s€ Se cr.

(3) 6adl go4c€ qr6 ald dorJd (back space) 6ed o{od69 lrQ ?r€ ge (J-

(4) C3edi gcdroo qr6 dri@?slei (esc) C3ed odd 6Q ?5e gA 6.

ee66) 6qo5j 4e6oa),'j oc6oo":rl q.zs 21 Ao 23 ('?irJ gdrroeo BgAdl o6id?rJb)

EFU

21. {368ar @aoeiod<6 cerrdd t3odd qlA€d Sged o?rid?r&r.

(l) or. 250

(l) Cse' E

22. gERr6 eex.6 e3odd qrA€Ei Sgad ot'id?rJ6).
(l) D eoo F (2) F6o H (3) A,Gea H

23. gcqra 6,orto eiodd gla€DJ SgAd ottCdbJ5).
(l) B eo D (2) G 6?' H (3) A,Eeoo G

24. g8o€,e€'da otJa (Ms word) I El?rg (eCau)6d e8(,56od gd,a@
Agad o6)Cduir.
(1) File ooa,9a Save ('d6o
(2) File ooeoo Save As o?tCd. @o3e 6ro(3d eai qo
(3) C3edl gcdloa Alt + S c,:adl o?ood ?rq 6B0
(4) (,:Adl godl@O Chl+ S 6Qdr d?sod 6q E6O

(2) c eso F (3) Doo F (4) A,C6?' E

(4) D,Eoo F

(4) A, G e3?0 H

(save) €daD &ffOCJo(J eiJoFl,')

locfi6 eCO Ocdo
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25. gSoecotacclO oba (Ms word) I €?sd I's oeld5)oro e:jo(3bt (rexr) oc?'J6j do.5)(3l5 Bocr?5t E6o ,rie
€{tr6t5 €(31915(l)6 qlQedJ agAd o6,jd?jo
(l) e:,c)(3 ob)idr, Homc ('@Eoa Copy OD Click ?i)d, e316E1,' (cunor) qC.rD rjorb)o]() o.,dr o(,rcJ,

Home €€e(eo paste 0t' Click 660
(2) o,do oraJd:, (Jedl godroo Crrl + V r)Q ?rd, {n16rJ?5 qC(,.b do)5)(,1o ocr5l ooceJ, 6?5)dr god.oo

Ctrl+C6)q 860
(3) e'o)6 o6rCdc, e3co(J O?rr g8b).rrj qe€ oa,6iE)o odd Clrck 5)6 Copy 0t' Click l5d, er16El6 cccars

eido5rco o@?r o('rri, 98?rcd (ag oajEJl')O odd Click ?5)d, pasrc O?5 Click 6g@
(4) e:,cl(J onidr, Home oo€oe Copy ors Odd Ctick ?rd, 61g6t6) qol'D ejoxbcro 6c)ar ocrj€j, g€?$ocj

QAEj ,ea,EJ?ro Odd Click ?sd, thsre O?i Click 66o

a o8o€roaicja oUO (Ms word) oo€,':r"ooo q.r6i e5?D6r €3qeDd adreeb (icon) l'oo?ro(3dJ e"?s 26 Bo
30 oDzJ grcJb)eco agAdl $r3.3bjar.

l-
:-
:-

B

+=
D G

AI
z+
H

art -
I

A- Aa.
K

26. e3l'6 Bqd)bj oda5l.rri o?$re16 ri?id AAo $q$r 6.rD5) ?se ga Edie36, gla€?5 agJ2d oE)jd?rJE).

a a€i?''8d e€r6)

o @bc€o +3€l5ir6
o G)oe53r qd€d?s(3

o ?se6d qei€El,r(j

(i) Acaoc (2) Ae3a)D (3) Bcaoc (4) BesoD

27. o86ol.e$'cJa oba (Ms word) A oaxso 6q orje load g6t oCa6(J6t q?srdcq O€('o€o eo€ €o
ereDgo 6l.)cJ ?b€ ge 6 d oqor or8o ros ge ddrer?5(J ao?il Q?

(l) H (2) | (3) J (4) K

28. ooar qaloczr oCa6)(3?$ o,'roer esod 650 esqror ocAo i.)€. ge Edre5?$ qrAsd Aend ,or)j6b*r.

I aft6r('e qd6d6)(J

2 ooeo QtJ@nir:r
3 . ?so?5id qd€d6 .r
qedJosd qd€61z')c:4

(l) A6oE (2) AeroF (3) B6orD (4) Bt3er c

. eo?r €3qa]bJ adlern Sgaq Eoroq 96r(s(' ('E)jd?rt?rr
(l) qd€d ?or oD'?'d{E oqjl3 ejgdo' 68oi) H Bdiej?r6 iff8,') o?oc.rj
(2) ('E)jdr(D?'l oob)(5zJ caabj daca,o obdcod qrEoo I Edr('?b6 $c8,, o66tJ.
(3) qedloe Cttsca oC?Dd E8@O J Editl,5)ol 3),A1' o;6.otJ
(4) gedroe go.5<r $6i€i 860i] K Edlc:6.3 t'cAt' 6.6otj

30. 9"@A ooc8 gAdl (simple letters) eSE) oda5)(J6) gAd. t95)od oere gzDdl (capitaj letters) aco Odl
6600 s)rAl' 6€ ge Sdrer?i(J egl-l q?
(r) H (2) | (3) J (4) K

t6oe5 eao o,3d6
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31. ei?Dl' €3qt'?iJ ei.ed1@.3d sdc<i (spreadshe€t) dgac (Dd o?ioooco8 qrdoozr: oalB 916 o:ole ed*scs (cell
rang€) 5)@ ?rd€@cJ,
(l) 58 : 6C o6es c.:.

(2) 85 - C6 @eeo 6i.

(3) 85: C5 osa c,:.

(4) B5: C6 oe€o (!.

e?rrr 6qeo,rJ t3redr@t3d 6do6C cgoi (od @?sca€ ocSooori q.:o 32 8o 34 o66J gd5loeo Sgedr

32. 9?06 6q?o:d cale4@t3El 6d€Ed A qdsdo(l?rJ ?tro ?sd gl8 o6i6o68 (cell) q18 goca gac eroar glriod,
(1) A ao ezoSo<.: 0rl D3=83 x C3 o<,lEc€8. (2) A ?ro o?$jor; oo D3=B3*C3 ec{ooA
(3) A b)@ o?rC@o on =3B*3C @(3e@oE. (4) A a€ eoiao oor =B3*C3 o<ato@E.

33. A oe6 5)o ?$d qis oaieo<.:A oa 0(l9 HO(! (formula) B, C toc D oe6 6o ,td q.8 @?tisoeo Eaeiri
?o€ .116 Eoldq Bg@odJ e@bl Q?

(1) B, C e'r D oe6 ?rO ?sd q16 o?sje o?r&Je Home oo€oo Copy o'r Click ?sd, A ?rO ot'i€c,' 06)

Home @oEoo Paste Click E6o
(2) A,B,Co" Doe€ 6O ?'d ft6 o?si@ o6Cd, Home o@€oa Copy o,' Click ?sd, A ?'O o?'i66 oD

Home ooeoo Paste Click E6@

(3) A opeo a€ zod g15 @?ri66r o6Cd Home o@e6'a Copy ol' Click ,rd B, C ?', D oc6 l')@ 6)d
qi6 o5)i6 @6) Home oo2oa Paste Click 660

(4) B, C or D ose ?'r@ ?sd qr6 o?oC6 @zrCde Autosum Edre3,s<r I 0l' Click A60

34. Eoge aO tsd q{8 e?ri6(! ee qr8 9o(, ea' (i?t ?0.6 Aaldq gt?ffd(n eod ql

(l) A,B,C,Dor Eoe€ 66 ?'d fts o?sis @DCd' Home o@€6€ Paste 0t' Click ?sd, Ea@ oroiecr
0t' Home o@e.oo Copy Click E6€)

(2) E @e€ !r@ ,id qis oaie<-: ooridc Home ooe@O Autosum Edzt3?sca I oEr Click A60

(3) A 8o E oa69 @ni6 olrCd3 Home @ogoa Aubsum Edzol5(r I ot' Click E6o

(4) A,B,C,Doc Eoeco 5)O ?od 916 o5)id o?rid3 Home @€eoo Copy 0l' Click t5d, Eb@ o5,j6(3
o6) Home @oe)oo Paste Click 660

t6da5 80O A@o
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