Portrait and Landscape are
" “Page Orientation | ok 1
(b) Paper Size
| (c) Pagelayout
E (d) Alloftheabove
(i1) What is the shortcut key to create a copynght symbol‘?

. Alt+Ctrl +C

e ——

(o) Alt+C
‘& ¢) Ctrl+C
e (Y Ctrl + Shift + C
§ " (i) Which is incorrect formula inMS Excel? X

b s (AL:AG).5

27 = SUM (SALES)-A3

= SUM (Al : AS) /(10 - 10)
= SUM (A1 :A5)- 10

......



power point view works best for

adding slide

speclal symbol?
Text

(b) Memo

(d) None of the above

you mean by word - P!
procedure for creating anew docurner
and how do youneed to save a docum

/Desc_nbe the importance of tablesinM

performing the following tasks:

steps for
(a) Create atable of 5 column and 1(

file.
(b) Sorting and numbering cells.

/2/. What do

What do you mean by pOWCr-pomt
presentahon graphics tools like MS-Powe
the term "Title Slide" and "Master: Slide

Write a step-by-step procedure to €

presentation using the powerpoint |

include atitle page

6. What is th
book" Write the






