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1- ����� 	
 ��
� ����� � ���� � ����� ���� ��� ��� ���� ��  !�� "��# $���  

1 (view _ windows _ Switch File           (2 Home _ Style _ Switch window  

3 (Review _ windows _ Switch             4 (view _ windows _ Switch windows  

2-  $� �&��

 &'�� �� "()* ���� �� �+�� $�,�-�&�� .&' $���symbol  �'/� 	
 �'�0-��  

1 (Special Character       2 (More Symbol 3 (Font  4 (Auto Correct 

3-  � "�� ��
� ��� ����� ���� !-
 &�' &'�� 2� '�3�� $���  

1 (Home _ Paragraph _ Border  

2 (Insert _ Border and Shading _ Border  

3 (Insert _ Paragraph _ Border and Shading _ Border    

4    ( Border_ Home _ Paragraph _ Border and Shading  

4 ("6)7 $�8 "�&' 9&/� �� �& :����&�; !�<�� =�,�/>� �?7��   �  �� =�)�/�� !-
 ��@� ��

� =��� 	
 �'�0-�� $� �����  

1 (Bold       2 (Drop Cap     3 (Paragraph  4 (Increase Indent 

5 (� "�� ��
� B�& ���� C��D $�E-7� �� �F� G'�� ���H� $���  

1 ( 	��� � �!"Tab  �#� $��% �                   2  ( �&'()Insert Below   *�
�% ��Layout �#� �+% �    

3 ( �&'() ,�-./�Insert Right   *�
�% ��Layout   4 (  ����1  �2 0%� 1�23  
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6 (� '/� 	
 �'�0-�� =�& ��J�, $��K� �  �� ����' � L��
 =���8 $���  

1 (Shift               2 (Ctrl  3 (Alt+ Ctrl   4 (Alt 

7-  C�N�� � ����O8 .&' � �'�0-�� $��� ���� ����� ���� 	
  

1 (Insert _ llustrations  2 (Insert _ Picture 3 (Home _ Format  4 (Insert _Graphic  

8 (� "�� ��
� ����� ���� �
0� �&�(� .&' $���  

1 (Page Namber         2  (Header  Footer 3 (Page Setup  4  (  ����1�2 0%� 1�23  

9 (� '&�' '��&�� �&�'� 2� G���
&�� ��(8 �� �
�7 2� C��&� $��� ����� ����  

1 (/ �� 4����	&����  �	5� �
 ���2 (6�/��.78� 0�9 :'�;�� $�%��  3 (4.�9 <�= �  4 (<�= � 	��"  

10 ( ����� 	�S
� TKU 2� �� G'�� �V7 :�� $���  ............�'/� 	
 X�>-7�  

1 (Auto Correct  2 (Ignore  3 (Ignore All  4 (Change  

 ������ ���� ������ ���� ������ ���� ������ ���� } } } }Microsoft Excel {{{{        

11-  �J�' ��7Worksheet  � ")�   

1 (*�
���    2 (���9 ���    3 (� �.�) �2>3    4 ($��%  

12-  �"�� ��
� B�& ���� �, C/K� 9��/-

 Y����� $���  

1 (�?/  ��� $��% ��� �
 6��� @
� 2 ( 	��� � �!"F  3( 	��� � �!"   F 4 (  ����1�3   

13-  2� 	��Z�; � 	�[�� $�, C/K� !-��' �J7 "��\ $��� ���� � ��� X�>-7� �'��
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1 (Freeze  2 (Freeze Panes   3 (UnFreeze Panes 4 (Freeze Top Row 
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14 ( ����� ���� C/K� G'�� 	F] ��  $��� ���� C/K� ^�_ �� �-`�� C/K� $�/-

 ���

� =��� 	
 X�>-7� �&  

1 (Shrink to Fit  2 (Alingnment  3 (Wrap Text  4 (Multiline  

15- � ")�  ���@
 L��8 �3�-7  

1 (A 354  2 (4      3 (12      4 (3  

16-  �'/� 	
 �'�0-�� $&���� �  �� �, C/
�� &' �F] L�& � 	��� $���  

1 (Error   2 (Error Checking 3 (Watch Window 4 (Trace Depedent 

17-  7 $�(�,�& Y��(7 $���(� "�� ��
� ����� ���� &�'/  

1 (Axes           2 (Gridlines  3 (Data Labels  4 (Legend 

18-  �'&�' '��&�� ����� � ����� ���� �, G/-� �� �,�F� �� &�'/(7 $�, �'�' $�� ���a8 $���  

1(    Layout _ Axis Title   2(              Design _ Switch Row    

3(Layout _ Switch Row  Column            4 (Design _ Chart Style  

19 ( ���� �?7�� �(�   ��3�; &' ���� &�'/(7 $�&�'Page Setup    '&�' '/D� 	��, ����� �   

1 (Page – Margins – Chart – Sheet               2 (Page- Chart – Header and Footer 

3(Chart -  Page –Margins -– Header and Footer    4 (Page –Margins -– Header and Footer-sheet    

20-   $�(7 &' 9�_Sb� ��,�`
 $���Page Break   � =��� ���*� ��� ��)
 ���� ��  

1 (View_ Workbook View _ Page Break  2 (View _ Print Preview _ Page Break 

3 (Data _Break               4 (Insert _ Break 
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 ���� ����� ���� ����� ���� ����� ���� ����� } } } }Microsoft PowerPoint         

21-  �'/� 	
 �'�0-�� 	��,��K� �  c���8 �� G/6�& G'�� G�E�; $���  

1 ( Alt + F1             2( Alt                3 (Ctrl+ F  4 (Ctrl+ F1 

22-  � '/`�
 �'�0-�� cKF
 ���&� &���� ��7 ��#�7 ���� �� ��S�� Y����� $���  

1 (Note Pane  2 (Slide Tab  3 (Slide Pan    4 (Status Bar  

23-  ��K� �� �, ��S�� Y��(7 $���  ...........� '/`�
 �'�0-��  

1(F2             2( F5            3( F3              4 (F6  

24- � "�� ��
� ��� ��)
 ���� 	K�� ��S�� '�3�� $���  

1 (View _ Presentation View _ Slide Master             2-View _ Presentation View _ Notes Master  

3- View _ Presentation View _ Handout Master      4- Slide Sorter      View _ Presentation View _   

25-   ��K� G'�`� ��Enter   ����� &'Outline   �  =���� ��S�� G�/�_ $�& �� �N�8&/� &'

� �,��
 d& 	*�08�  

1 -  �!��  �D'� 	'	E F#.                2-   �!��  �D'� 	'	E 	'H%�. 

3 -  �!�� @I.&� J�'�9 �+% �
 ���&K.    4 ( �!�� LM
 �	� ,�-./� 	'H%�. 

26 - � &�'/(7 $�,&/

 � G�/�_ 	-�' .&' ��V7 	8����a8 '�3�� $���....... =�& �� �e�

�=��N�
 X�>-7��& ��� ��)
 ���� &�'/(7 

1 (Layout_ Label  2 (Chart _ Axis 3 (Design _ Label 4 (Layout _ Chart 

27-  !-��� &��* c�8�8  =�V�8 $��� � =��� �'�0-�� '/D/
 &���� ���� �� ��S�� &' '/D/
 ����  

Arrange  2 (Group  3 (Align   4 (Send to Back 
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28 - ���� $��� f�
-
 �'�
g $�, �/KD �� �'�0-�� $��� � "�� ��
� ����� 

Animation Effect 2 (Animate 3 (Custom Animation   4 (Transition 

29 -  �� Gg Y��(7 $��� ���� �-��' '/D� $��S�� �, ��S�� Y��(7 ��J�, �N�8&/� &'

 ����� =��� 	
 �'�0-�� B�& 

1  (    Ctrl + H 2  ( 	���H   3   ( �!�N/ � �  O'�N/ 4>-� 	'H%�.4 (� 	��End P�Q	�� ��!" ��.  

30-  ����� X�>-7� h�  ��J�, &'Scale to Fit Paper � "���e
 �  ��  

1 (	/�� R�S 4I"� T��3 �
 �Q 	'H%�.      2 (	&&� �9 �� M=�� �Q 	'H%�.  

3 (  �� R�S 	'H%� ��  �� ��.                 4 (  �� R�S 	'H%� �Q T�2�U��.  

 ���� � !� 
 ���� � !� 
 ���� � !� 
 ���� � !� 
 } } } }Microsoft Access {{{{        

31-  �'�' &'Text  G�/8 	
 ......... &' �Memo   G�/8 	
 ..............� '�� ���]i �&  

1 (  �	K� � J.�– J.� FI"                   2  ( J.� FI"-   �	K� � J.�  

3 ( J.� FI"–   J.� FI"    4 ( V-!� $�; �
  	K � J.�–  �	2��/ T��3 �
  	K � J.�  

32-  &' �'�' ��J��; 2� "]�� c�8�8Access   � "�� ����  

1 (Database _ Table _ Record _ Field  2- Field _ Record_ Table_ Database 

3(  Field_ Record Database _ Table _    4   (Field _ Record_ Database_ Table 

33-  � "�� �-��&�� ��  �j���# �,�K�� 	
���  

1 (256      2 (64      3 (120      4 (0'�X/ 4
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34 –   �(�&'&' ����� ����Selection  ) $�E,&���� ����sort filter ( 	��,'&/�& Y��(7 l_��

 9&�6_ �
�� �, Gg ��7 ��  '/� 	
)cpu (�")�7  

1 (Equals CPU 2 (Does not "CPU" 3 (Contains "CPU" 4 (Does not Contain "cpu" 

35-  ����� ���@
 /D � m�; 2� $�, n�� ��(8 �?7�� Criteria  ���,' G�`7 '/� �-�/7

�"�� 	@F�
 �JK(_ ����  

1 (OR    2 (AND  3 (NOT             4 (0��/ �'M9 ��7�� 4�NK J�&S.  

36-  �'&�' '/D� '&/�& � �K�� G�
�(, '�&� G�N
� C��D '�3�� B�& ���� &'  

1 (Table Template 2 (Table  3 (Table Design 4 (Share Point List 

37-  ��� �� $���D o�D �� � '�' ���a8 �& ��� $��D� 9���/O] G�/-�
 ��� $�(7 ���� &'

� '�� ���H�  

1 (Layout View  2 (Form View  3 (Design View 4 (Report View 

38-  9&/O� �& 	8�_Sb� 27�� �� ��� .��>-�� 9�_Sb� �� $��� 	
 Y��(7 �-��� "]��

�'&�' ��7 �  �,'  

1 ($�	E             2 ( � �  ���'�9 @'�"   3 (<�"      4 (Y��()  

39-  !��e8 Y�; �� 	#�/7 Gg &' �� $� ��3�; � '&�' ��7 �  '&�' '/D� �, �'�' ���a8 �� '�&� $��� ���  

1 ( $�	E) Table(  2 ( <�")Form(              3 ( Y��() )Report(   4 (�E � Y�9 )Query(  

40-   �'�0-�� $��� �E7g ���&� � �'�' ��J��; �� 9�_Sb� .��>-�� �� ..............� ���/� 	
  

1 (Report  2 (Query  3 (Form  4 (Table 
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	-)8 9[�/� ��K�ICDL1 �/� $��  

[' �  1�23 �&'()  [' �  1�23 �&'()  [' �  1�23 �&'()  [' �  1�23 �&'()  

1  4  11  1  21  4  31  4  

2  1  12  4  22  3  32  3  

3  4  13  2  23  2  33  2  

4  2  14  3  24  1  34  4  

5  4  15  4  25  2  35  2  

6  1  16  2  26  1  36  2  

7  1  17  4  27  1  37  3  

8  4  18  2  28  2  38  4  

9  3  19  3  29  2  39  2  

10  2  20  1  30  2  40  2  

  

  




