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1. d9Uel/dqdTge | PIS fora & g Aitedr 99 ITYRAT gl 3t Srawgdr gidl 3 |

A0S S99 & oI html 3R css AT BT ITANT fHAT ST § A9HTSE 91 & A€ html & P
fore T U1 7 | 339 9HTT & GHIYT & T a9 ST gd &1 swauTa foar Srar 7 | a9 Siufar g
3T AqUS STAUHE ¢ & U | Helid fBaT ATl § | html TSR I TRAIBRA/ AtedR gid § o
htm] ®TS 3ficAfed forad & gud! sUR ST His g A& usdr , iR sUR Tad! & I3
Y & H1Y X Jobd ¢ | SHA THY 3R YT s # i Aeg e 2 |

2. webpageﬁcreateﬂﬂ'ﬁ'%m@Gm@az’aﬁmmﬂmm%|
3. html TfEeR Bl wysiwyg TfEer & & A Geffa fearwmarg |

4. wysiwyg 4| Wﬁw | ans:what you say is what you get
5. html Tf$ex YTued? & ATH Fd15T |

ans

1. Aleds 1. vSg g faaw
2. ICUS ++ 5. PIATOIR
3, SMHTT 6. ATSShIATUC UGIUR dd
html TEeR & @TY FaT15¢ |
ans : 1. html TSR ¥ TS BIS forgA 9t sevd g Usdl & |
2. B A3 A Z DI ST B BRI frerdt B |
3. UG 3FTIRID BIS B AP B AT ¢ |
4. PT3A DI A1 &1 & UYTd TIHC T U MY TS gl AT § |
5. T4 ol ¥ AU B1 41T STHYS FATIT ST R |

r

MEW 3t Fd BTH §a13C¢ | MEW T g 3R fhaaT iisae 7|

ans : D! PABIH ATGHIAIFE TRIURE 99 | 98 TP G html TR AItedR 7 foRTH html
PIs ford o1 St AUR B WA § | S AISHINTUE §RT STAT 71T AT | MEW &1 Jad 981 d1H U8 &

=
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P TIA html, XML, CSS ASP.NET XHTML, PHP 3f¥ JavA f&FP daw & @is for@q &1 sievd 8!
Ul |

A9 ST gd (MEW) 1T @ R html M@ fST htm] F18 dUR fFarSmar |
html Tf&ex f51% a9 devlopment g6 & &4 ¥ Tefid frar wirar g |
SEO @ PAWIH §adT3¢ | ans : T oI STPHATSSRA
10. MEW AT A SUAH U S A G P-4 7 |
ans : fSSIS o : U5 feWice o 7 590 Paa Hee fa@ms qars |
BIS Y : html BIS Bl @A F forT 3R ITH HIs TS B & 1€ sHbT STENT fHaT STan @

=

iC

e R Pis R feuEA g @ T 7 |

11. html ® U9 BT ST TaH I SATcAfeHel oS ST g |

ans : .HTML 3fR .HTM
12. T dqUS 4 fohTe 3 |

FILE > NEW->PAGE-> HTML &1 9dae &3 fbT ok B |
13. SITE HIF[H = TT3¢ IUAN T |
14. THAE | THY 3R YA B G gl @ |
15. TAE Pt a9 AT FHA B A T |
16. AGATEC & foI¢ TAe | 3TH TR W html, CSS, IMAGE BTSd IMAATIA 7 |
17. A9YTEC fSOIE ®A & foru HIgHIMTUC UGRAURE 99 H BUILT IN TEMPLATE T SUURT Hd ¢ |
18. MEW HITEdR (HISHhIT0E TaIURH d9) H fdee IN TEMPLATE @1 91T fda-t gl 8 |

ans : 19

19. HTMLaﬁ?;/webpageﬁ%WﬁW%WWWWWWW%|

20. ans : F12

21. DWT &1 Fe®IH 9a1s¥ |
ans : STAAY® 49 THAC
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22, site A" B new site TR H ¢TAC SUANK T |
23. Siteﬁa%s@éﬁwﬁgﬁémﬁmé optionW%l
24. unorder list (3F3ITSY five) HIH STUSST AT H BN & |

ans : style menu (¥Tgd ﬁi[) |
25. TR AP 3R FARRTH ( spelling check & thesaurus) CIEE| SIY ST3 ﬁ"_iﬁ gl g |

ans : tools> spelling->spelling

26. WA 3R UTHR AP B P YidHhe B gdrST |

ans :F7

27. Find and replace STISIS HIFfHH A & DI MR A T3 |

ans: Edit menu->find->find & replace

28. FIND €@ 1 A9 HX &I Wddhe DA g |

ans: CTRL+ F

29. REPLACE € @1 @Id ®=- $I AP B3 |

ans: CTRL+ H
30. TABLE ﬁﬁai dgd insert table option U % |

31. CHAH cell BT T I B |
ans: Table->modify->merge cell

32. 39 U1 A H U IHUTSS UT Blel HH T |
ans: cellwwmﬁﬁwmoptionﬁmﬁmmﬁﬁmmﬁ

|
33. Th 'CI'E@TR' JAd & ﬁl’Q Udh IPUES B specify cxoikg ﬁl’Q’ 3T image background &I SUART

BIHEPAE |
34, TRC DI ¢TA | Y H-d¢ HY DA G |
ans: htm] T ATFGR H table to text TR Pl AT HIP H-dc P IPA B |
35. TRC B I TSI 3R TaY BIe! 8f&TI<heading> ST HIAI T |
ans: <h1> IT/ITES </h1> 99 g8t
<h6> IT/ITES </h6> HaH Bt
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36. IMAGE/SHY WTSd & UG 4 9dT1sU |

ans:GIF, JPEG , JPG, PNG, BMP

37. T fUGRIR/SUS Bl insert HIA & foIT MY INSERT A H PICTURE TR &I Jede HIb DI
TFA R |

38. IS 3TY Fifere HAR & 1Y TH SH insert P I8 @ ol GIF PI Jalae B |

39. S 3TY TSP BT§ HIfeid] FHS BT IUTNT HR 3@ to 3TU JPEG P JdAdE &9 |

40. Gf 3T ILLUSTRATION T BHIFARITE BT IUUNT HR T8 @ ol PNG-24 B! AT B |

41. MY TMEPHC BIS CTRL + CLICK & P8 (IR T P APA T |

42. TOOLS A | defoult thumbnail size & FH B HIfSHTS BT HA T |

23. TS 3T FAW HI H1U, TSR, T3 U1 TH AW 3 PT HERE BT d18d g af 39
BUILT-IN IMAGE TOOLBAR T 3UURT $3d §U SH &l TfSec HR AP ¢ |

44, TERIGP FTE , TUST | ITUS | FISURIAD BT YN fhell TRe WR HIS o U I TS
e SiraT 7 | 39T gTeWR i @1 waiT forelt e a1 ey R ot g U1 w8 witsT it
& 1 it daaTge 31 Ugd i SigT S & |

45. B3R fi TR insert menu & dEd YA § |

46. U BISURTA® ctrl+k B SHC B34 & foIlg MIBe B |

47. TP YORM ctrl+G B HHTD B3 Bl WA He DI ¢ |

48. Glewic Bl HHSST |
ans : image glexUIc BT 3 T ENT ST ST AUl AT i g=IA & AT TH 3Pbel image BT
PO e SUANT BT | gTeIC A image b 1T 3@RT 3ERT U | FISURTG® & Hhd 7 | T81
fFae® B glexic fhue P |
example : O fodt %1 & ToR R e Hva § fibr 39 el off Io9 W o vl R @
ST Gl ST e 39 354 § ford R ffas et |

49. 3T 3 A9 U1 § WY1 370 HR TPd 7 | Hifsar A siifsar sk fAfsa &1 50 sz wd 7
|
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50. 3T 3R faf$at insert ﬁﬁa? media STUST3 Hd ﬁiﬁ windows media player DI Jdde HXD

SIS qhd B |
51. media player control P insert ﬁi[@ windows media player control UX Sd¢l fee® HYP windows

media player properties & STIAIT a1¢T A control ST AT T |
52. TR THARH T ] ?

ans : Tl g3 fAfSHN Bl & S W AR 8 7 |
53. 99 U # TR TR 9 570 HA ¢ |

ans : insert = media = flash movie

54. Silverlight content Hdd ﬂ'lgﬁ"ﬁﬂ\fqi' ﬁ@ﬁ, STURfET ﬁrew, %,Gﬁm ﬁ:ﬂfq,SYMBIAN OS W
@ fPar ST ST e |
55. RITaR ATge &9 §9C A G |

ans : insert-> media->silverlight

56. WART TR WIS e HT TRIC I gaTsy |

ans : swf

57. css B PABIH a1 |
ans : PRBIST w13 e / cascading style sheet

58. css T § HHSISU |
ans : css TP Aol g foread gH foelt oft html STRgHE ®1 SMHP 7=U ¢ THd § | T6T &9 html A
fpeft AT B AMPR S B TEY css A H I UST DI MPYD ¥Y &d § | css P §RT §H html
e P M U asd |

59. css TREA I F T THF P BT AT |

ans : inline css, internal css , external css

60. File menu ¥ style sheet fohTe H ST & |

61. style TfeSIE BT SUUNT Hd §U style sheet B i frar ST AHaT T |

62. 3ATY P15 o1al (SpP IS ford foAT W behaviours create H THA 7 |

63. STAATH® TS} URgd P31 & forw Jqwrse A oraT fopp FefR wRege &1 vk frar srar 2 |

fagfaTR & css iR irar f&pp & A1y W SNeTHEaT g |
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64. 19 TP faAfoTey TP image TR FHR ASTCAT® @l redirect behaviour HT TP UTTST AU TAT G |

65. ST 31T UTU3Y AHS fETe HIa™T 918d § , 9id fdforex 39 fFa® o34 & a9 9 image W
T3 Hd T § mouseover TR 3 HIATUSATT |

66. 3P ETdI/compatibility FTE |
ans : SPATT (compatibility) BT HBI HAAd TG & B! oIF ATUH! IgAEE TP I IR &
et 8 oY 39 A 5T SI1aT | | 98 dadrge T S1owR A Sfud a8ie | S o ¥E @ a1 g |
3Yfd ITPT HAGd Ug § B AGHISE P html BT & Y ATY IY J9I18e H1 fEHP TR W
Ta & foT srgg e gl 91T |

67. Tools A & T&d compatibility report ST § |

68. ATTTSC BT TR JHSH & T gERRI® M=H W foas &9 |

69. site STUSTS A A FIEURTIP TR BT IUUNT HYd T AqAGE Bl §AGC DI ¢ QT SN AP B |

70. view B & site STTSTS A H site summary SUASH T |

71. Tools W # SATFRHTSH htm] IUAK 7 |

72. Tools W # Recalculate links SUTS 7 |

73. htm] BT SUART HR dGR {3 T 9 & AT, M9 Frp &) GUIE HA arern wig W dargse U
PRIADAT |

74. g UG 3UH $HER WR AUT dqATSE DI o AT BT TH T A §, A9 Uobol BIeR |

75. site HI] & Export to web package future STTSTST A H 99 Ueve & FHIE IUAH ¢ |

76. 78 UIER H U® fawar g oY 3P TRIe-d STl | |9 STeT B foid o34 | Ueg Pral g,
"isie |

77. U TR SN Siad P d1d P Bl Adhe BId FaTsy |
ans : ctrl + alt + v T TgI g AfbT 3TUD TR H I8 AT 3T ST § df Tad D11 & b gb o
A4 § ctrl + shift + v

78. Edit A P U WA A I WA ST S1RT ST @ |

79. oI ¢ | MMICATZ DI I41H A H&H 11 TR ATID| B IR BIHT B di AT g g |

80. STICATST YD 3T fITR B I 3R dA1fb® aiics A 71 $t JAm a1 3 |
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81. ASCAST Th SIFTHC & Sl H&U A SHHRY &1 Afared faror a2 |

82. SiRgHe W e & ara safad 3 Regar w81 91T 8 | TGwT

83. Toh FYoqax Ug <21idr & ) STagic A fha-t e iR SHS JHIYU Tar 2 |

84. SfhT e B & foIT SITUDT changes H edit TR B AT AT |

85. Track changes FT§ |

ans : Track changes T THT ¢ § Sl 3MTUS] AU SIATHE B FIAAT YdP IUINT FARA BI
FAYUT ST § | 19 §9 ¢ DI $A9A (BT AT § to g YD ¢Re H URadd He= fowsdt of
AISPeRA &A@ # Heg FRa1 ¢ | aifer foreeT iftoma siagic ¢ 98 e 4 ¢@ 9%
@t aRaa A el IR AU H g 3 |

@& changes B Wgq | STagHe & HIferd Jd T U fFd T changes B TERE AT Rotae &%
NETI

. TP 1 Noiae faP e edit B & changes dropdown HGH] H SUEH ¢ |

. T SiFgic H T changes P accept B & oI MUBY accept 3R ROIGE changes STAANT
SIRT A | accept HAGE BT ||

. What is Hyper link ?

Ans: BTSWR foi Siergde fooelt it “O a1 o &1 U R gl @ fora oy i ot Seiae
o freft M U ar AT TS AT SR SIS HA | |

TR i J9HTge B IR HH Bl ¢ o4 gd fdt derge # foreft e a1 9o R fFa®
4 ¢ o) 98 T fralt U1 a1 A SivTe W 7 |

W9 g il TRe W foa® $vd @ a1 98 A I H 91 91T § , 98 AIbR 98] SI1dl § oal
U assing fHaT g3m U1 |

. B foip &1 Ridea sasu |

ans : =hyperlink(“url”,”friendly name”)

o]
[2)]

(o]
00

00
[{e]

example : =hyperlink(“https://www.facebook,com”,”facebook website”)

90. UTSdIC ¢ &IT g YHSISU ?
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ans : UTdIC <qd ST BT TATARIT ¢d & Forad 37 $B g Gbs | T-TareT Refee q I6d ¢ |
Urzdlc ¢ad 3mus! RUié 91 # Heg oal ¢ | RSP UrEdie ad GaRT ! & 91 ar |
ST ) A IR fASeEee? Pd 2 |
UTsdic ¢gd & gRT 3TUS STCT Pl FH A $H Y H AR fHar sar g |
UrEdIe 2ae IR HIA A UEd SATUD] O I UG TE Bl S gl 2 |
> Big Wi gex @relt 71 g1 Afey |
> HIs AaHAs T8
91. TS WA F1 ATYH T A IUUNT B I areft fIRAvardl urdale 29a 3R ursale aré g |
92. UTSdIC ¢qd SIeT ¢d $TU ST A H SURRIA T |
93. UTRAIC ¢ad H database & STET BT ARI AT AT T |
94. UTSAIC ST SART AT | TS AT H STeT B S 3R fASas s Iad ¢ |

os. (most) 3 TgTES STeT UERid H3= & forg fibee oras R TP 7 |

96. (Most) T Wexflc F FuH o ey AF ST H WM R |

97. UTRAIC TTE T E THSZY ?
ans : UTSdIC T1¢ , UTdIe ¢dd &1 TP Afbdd URdid B0l g , ForI®) °1é & GR1 3 IHhd ¢ |
UIgdle <ud R UTEdie 91¢ Gl TP gaR & IS §U R g UISdle ¢ud & iy i uRkadH urgdle
¢ § ¢ Hod ¢ | g 91¢ Q= 91¢. | AP IUARTt 7 gH Urgdlie a1 af fbeex Wt & dod
Tl

98. UTdIC II¢ ST BT TP fAS3rd USie X UG HRdl g |

99. (Most) ATgHIHTIE THd PT SUUNT HId T UTS e 9 3R Urgdle d1e a1 9hd 7 |

100. UTEdIC 9¢ A TH Thgd AT 3D Thgd & 3G BRI Ul S1¥d & IR o o aT
T ST R |

101. Data tab (STET ¢§) & tables HYE ¥ UTSdIC ¢ SUAN T |

102. TATSH FIT AU |
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ans : TS U UTSdle dqa &1 fAWR ¥U 2, THH STeT B 9T a8d A freex far o
TPl ¢ | UTFAIC S9d B et A fheer H & I Tgas ST ST Hd T |

103. ¥ATSHH UP gid fa=vr &1 adieT 3 O urgdle 29d &7 SUART $Rd gU ST iy ¥ fawat
& P g |

104, HISHIAITRE THIW 2010 H Y= B 715 TG & TP WER & |

105. (mMost) option @9 & sort and filter U P TG STISTIT T H TS ST B |

106. Ffaw 2fH Ae w31 3R & Rfae &1 g w1 71 3 9wsnsv |
ans :fHT TP & BIg SATTAET IHgP UR $3 Al TP HIY BT BT Hd o g 9 3T
TN VT WX TGATd d changes B G&d 7 | TH fRUTT & g8 gaT1 @1 S+ giar g & fram
DT entry U BRI BT |
TH U™ & Gy F fore fad 1 9t agensit & @®) wm & e Jsfie #t
farRIar 1 UGN FR THA B |

107. TP P A R TP ghgd H Hg dN $1A H GPd § orad 9 FUd M R $3 ggaa
PRAT |

108. Edit §® changes WA & 3fcid show changes option STAH T |

109. Edit ﬁﬁa; changes ﬂﬂ'ﬁﬁ & 3ield Accept or reject SUCTS gl
110.  Edit A & changes HTH & 3a¥ld Comments ITAH T |

111.  ESIE B UeT A HId @
ans : Edit I & changes HTHY & 3fc¥ld protect SUARI B | (protect/password)
112. WS HIUCI FA BIAT |
% ans: U@ A8 qhgd @i |
% tools STUSTS A B! Ao Y |
< idae SIRTHE Bl AAde B |
< SIFgHC B aide B, Wiede SIAgHc SN diad a1 7 |
<+ UTds § U URIdS SISART §iad a1 7, fi¥ ok Te gt |
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113.  (most) TBISTNE P SFHICH HE FIA G |
< ans : tools STUSTSH U] A Hidde SiagHc oI Adae B |
+ TP AAUICTE STHANT diad AT g |
% f@U T password e Y, fb= ok Te WR fFad HY |
114. (most) cellﬂﬁtﬁ%ﬂiﬁﬂﬂﬁ%l
% cell IR VIge foa® &¢ |
<% format option P! HAFE B | BIHE cell STAANT ST AT |
% cell MITART 39 &) HAATE B |
% protected defoult 30T V< BT AP B fbR ok B b
% tools U] & Wiede A A 2fie &I Adae o+ | b=
< Wiede e san g fears & | fie
% password and BPH password f&@TE M BT ok P2 |
115. UGHA & 3R PHC BRI HT T |
ans : 99 BH THAd XMC & 3T P13 STET dUR B § o) ST & 3y frdt oft cell F wrgaayuf
914 aM & e a1 e e & e g9 tRid 3 R $ic HaRM ST ST Hd 7 |
116. HHC S B & U MdHe Pis 98¢ |
ans:ctrl+alt + c G PIS NAd e gD H |
shift + F12 TG BT TSI g |[AgP A AT 8 U |
117. (most) Thg® Widae HIA & AT, SMUD! tools A P protect A A password option
BT SUGRT BT A1eT |
118. Hol IHgD U g9 oI A HTUP ahgH BIgd Bl TP RiTTad qhgd | SIeT Bl add HR JHd @ T
SIS P APA R |
119. TISXME B TSl B P T SMTUDT edit B P changes TTHY H & merge document faweq
PTIYAI DI ADA T |
120. WF P35 goR TP ol gbgd @1 AT ufedi o= S0 #3d g 3R smust 39 w1t 1 Rivra
qHgD A consolidate HI Pt ST BN § |
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121. fsfrcaREr s |
ans : f$fored RR ter RRR @1 saw e Fu g | e W yer @ fad stagie & gy d
fa T RP=R ymforg s34 8 | 3 81 feforea R sawiRe siagic & yfiia #d 2 |

122. SIS B YO AT G F31 & fore fefored RER +13wamT s a@d 7 |

123. U Siagic W fefrea RERR & wrawal gFféa owar ¢ @1 a8 fedt s=ar afed gri
AT |

124. (most) f&Rrea Aféfrdre oM My A € ver gawiNe siagic § ot @1 3 Siagde 9d

FI Tsxiie, siifeal a1 fafsa wised , 3nfe &1 TAfhy H3A P e ST fHar Jar g |
125. (most) f3forea R sNgH{ FH FH I g Id15T|

% stylised red seal : - Ug RIATR SR HIaT1 ¢ Pt STHIHC ok &, 3R T signed FIA & qIG
TEAT TR 3 |

% stylised red seal : - U RIUER SFd AT B B certificate AT TG T , FTAND UG SIFTHC
ok B 3NX 3/ sign P S AT 3feex 7! fPaT T g |

% yellow triangle : - g RI¥TR $F1a Ha1 3 &1 fSforea RR s 7 |

% yellow triangle with black exclamation: - g RITR R Hd1 g P! STagHe RIPER gel
go g, oT®T Haae § 31 Siagic H DSOTS B3 § 3T 3N U T8t 1 AT |

126. ¢ de TERAY (restrict access ) FTE , GHHTSU |

ans : 519 3TY B AEdaYUl TaAaiie s & fore ge faar & 83X ug o« foeft oy &
ST STl § oY B afed 39 Jgwd! & f9A1 37 et & faavon 3t fife | widl v iR
WR P | 3G g1 & e 3y Wsxfie F Jram g Sisxie Fi fawar w1 3y
FIIADAG |

127. IRM DT RT A ddI5T |
ans : STBTHRI YSC AASTHE (Information rights management )

128. TR R R 3P @ & R file, S, wivas fFa oH A stagie &1 JRida
PIADAT |
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129. (most) guRi & fore fiie $t srgufd <1 Id & URg AR B HIY A BT AT T8 d 81
3TUD! pdf STAANT A1 A T HGRM & d8d _Enable copying of content BT AR |

130. (most) gl @I fife Ft srgufa A8 ¢ & T SMuHY pdf fETANT 9T | fiie I=E & dgq
not printed g1 91T |

131. what is share a workbook ?

ans : 919 3T W T HTd F3d ¢ O TP U § Th TG g1 PRI DR Jbdl § 37 Afad
Tistiic @1 Hdt B s & F Tod g | 37 Weile # AUl ghged oI 3 Afwidl &I JaR
H AP B | THIP DI AW HIA A TP BI3d W TP 1Y 9gd IR AT B B THd § | g
TR read 3R write I HY THA 2 |

132. i MY TH Tt GHY B5 oK edit BHIAT AT § Al STUDT GHYD read write access URTHRI
T AT 7 |

133. SIFgHC TIAT B BT B tools TTT SIS A H IUAR T |

134. HTESME 1§ JHFTST |
ans : TATESTE T MW E HT SUUNT H AT SAITH T APHd § | WIE 3N ATYH TRS BT
SUGNT 4 & Told R 3R o1 & =4 # S B ergAfd a1 ¢ [Rrae1 SuahT oy o3
T T UPR P AT B! T F F R qpa 2|

135. HTC 3T fAPH e insert 39 & illustration I W ITARI T |

136.  3ITY YSIeRH/UTaRUISe & R 3U-l wWss H A Hifear Tadey (siifsat 3w fafear)
BIEd Siis GPd ¢ | Srad My Bred ASewH & gR SMhy® Tird! 2 |

137. presentation § A ST Tferdc MU H= 3 ulehar garsy |

ans : insert tab-> movie and sound group—> movie/sound

138,  3ATT U TATSS B SMTIP s T & AT 37 Yole=H TRe 3R Sifsiaey &I Afua
P AP ¢ | 3T GRIBI BT ST BT B & [T $H WER BT SUART HR IDd § |
139. Entraneéﬂﬁsgaﬁfa?qmaﬂml

1. appear R .jhoom 3. flying ¥.bounce . floatin

140. Exit 39 # 3 Shac & W FdTST |
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ans : 1. fade R. flyout 3. float out

141. what customize a slide show ?
ans : T HICH T3S M A 3ATT U MARAHATIAR  TATSS DI UGRId H IPd ¢ | 99 3
TN TES § Tgd IR} WSS a1l €, SH A freft gor wirss @1 ) v e & gRE
faamT 918 d @ Y 319 customize show I UGTRId B TP § |

142. (most) FEH WSS M & Ufhdr aa1s¢ |

% ans : 5-6 WSS IA15Y |
% TATSS show A AT B |
% DHECH WA13S X STAANT SiaT SHTT |
% U1 e TI5S Al g9 & e A8 R foas &¢ | WA15S M HTAM ¢ |
% TES add B | g Mg Dt U@ HRATARA G |
< ok R foed FY SR FY |
143. PHECH IATSS show fIH slide show JTISTSH A W IUTAR T |

144, (most)ﬁ%ﬂﬁ%ﬂqwgmﬁq|

ans : 99 3(TY Yo 3d ¢ ol GBI fA¢ &I fdg &I giedAIse =1 918d @ dl arfd 3
fargei wR foxiv oA e s 7 |
145. 3TUD! frell aTaT 3@t gfie R Ueiex v o3 & fore suseq 9 33wt 2 &1 99+
HIATARY |
146. (most) SffeIAfRHe TS S XNt T T THSST |

ans : 99 3ATY TATSS show TATA § ol TP WSS show I GORI WSS W WH & T MUD! Hig
DIl gaM! USdl § 91 UI8H ¥ fdae &=+ usar 7 | v ff uiew foas & v 63 famn
USSR TATT T USSR Bl TWa: GIERT IR B AT BT YT §
147. rehearse STSHTT fAH e TISS show P Ae MU U SIS A A IUARI T |
148. HASY AR PHT SUUNT Hb g 3MUlgcHc @I Gl -1 IHd g | o 5w foadt & ot
5% BT 3GRIY U1 Y ufafhar T&d 8
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149. (most) FAST WA & 3 BIHC &b ATH TUT 37 eI W sag |

ans :1. icalendar (.ics)

2. webpage (.html 3T .htm)
3. outlook comma seperated values (.csv)

150. PaieY He[ P Ay fafad @Ru faf@e |

> ans : calendar option TR ¢ fFa® S| b

> Export calendar UR f#T® ® 0T saveas T option T |

> PIs TP Pas? BIHC B Aaae B g1 O icalendar (.ics)

> WTSd BT name ¢d Y save W fFa® B |
151.  icalendar PISd T TG I 9d1SU |

ans : .ICS

152. (most) customize f@® access EATR fAHE office ribbon & ATHH & access fHaT AT 7 |
153. IR ¢Re fAFT tools A & S(PTdc AT SN SIRT H SUAR T |
154. G} STSCMNET HAS & T veard AT HA Ht Ufepdr 9a15¢ |

> ans : tools> account->setting> fB account VT ST ST AT T |

> attach my vard to A TP PN |

> edit BTs R foesd & R
> edit BTS W fae1d B fR edit vcard STIGNT SR SHTAT S |
> first - 309 ATH $T Ugal ds ford |
>
>
>
>

last - 319 ST BT last name oA |
email—pawannagar05@gmail.com
mobile—3ITHT mobile no ferd |
3 ok IR fFTd BV |

155. (most) junck, email spam, antivirous tab option SHANT §1R & tools SANT &gy |

SUAY T |
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156. §'\‘R3f & UdYd & ﬁ"! 3T email 3R HasT %T:[ access UG &I & ﬁl'q delegation T
B

157. Talking about one’s company ?

Apple company

0,

% ans : Apple Is the largest technology company is the world that designs, manufactures and sells
customers electronics, customer software and personal computer.

s Our company launched in 1981.

+* We started life as a construction company.

«* Our company head office is in paris.

+* We operate in other cities all over the world.

+* One of largerst company in india

< World’s larfgest manufacturer of mobile device.
s Offers internet which enable user to access mucic ,games media , messaging and maps.
** One of the most valueable global brand.

** Mobile devices named according toseries.
What is Information technology ( &I W)
ans : GaT Menfreot o wfére & ong & wgT oraT § |3 31 dgadt g5 AdoqarT &
Y ol A ggd IUN & A TP 7 (3 O I | Wit safeay o &l ° 9w
ITdl TRl B gaT H e T FA E |
D5 W TP oIS A1e09 | 80 THER! U $3d & S -1 MRt @1 Srar @ |
RT IT TG DI HEx YR yonfer sryfa dogex avs Rew & e wanT fean
AT g |
AT MR ST a1 IR & TWE, TAuiE , Jaid 3 8P F1 & fae
HUIET BT ITART 7 | Mg & BT YO AMHAR W AFRATEG T AR NIfEn &
e e & we # frarwman 3 |
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The fullform of IT is information technology . it is a branch of engineering dealing with the use of
computers and telecommunication equipment to store, recover, transmit and control data.
Without information technology , modern life will be same as without fuel.
information technology (IT) is the use of computer storage, networking and other physical
devices , infrastructure and processes to create process storeage secure and exchange all of
electronic data.
158. What does the term ITES mean ?
» Ans :ITES stands for information technology —enabled service.
> ITES is supported by information technology in dofferent fields like banking,
insurance,telecommunication.
» ITES information technology enabled service includes the call center, BPO,KPO,RPO
» This mean service delivered over telecom network (phone) or the internet (email or chat) to
millions of customers of different companies across the world.
» In simple term , IT-enabled service are functions performed in a country different from the one
where the final —service is delivered that is delivered over telecommunication.
CALL CENTER : Is a service center with good telecom facilities , trained consultants, access to the
internet and other online information and is setup to provide information and support to customer.
» A customer user a toll free number that is connected to a custopmer toa customer support

center.

WHAT IS BPO : BPO is business process outsourceing when anorganization ursource a part of its

buniess to another organization . that is expert in handling that kind of business.

WHAT IS KPO : is a knowledge process oursourcing . it describe the oursoursing of core business

activities.that are important and forms a primary party of the companys chain of activites .

WHAT IS RPO : is recruitment process outsourcing is a form of business process of outsoursing

where an employeer outsources to transfer all of part of its employeement and staffing activites to

an external service provider.

159. What is Effectively communication ?
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Ans : Effective communication is a process of exchanging idea,thougs, knowledge and information such
that the purpose or intensionin the best possible manner.
In simple words, it is nothing but the presentation of views by the sender in a way best understood by
the receiver.

160. Opening and closing customer service call ?

Ans : opening the converstion ?
There are 2 basic wasys of openinga customer call.

» Smile when you answer.this helps to make the cusotmerfell welcome.

» Use friendly phrases As parts of your gretting; “ thasksfor caling,”,mam may | help you

161. Greet the customer:

1. State the name of vyour 3. Offer you help
organization. 4. Good mornignevery way
2. Introduce your self

Closingg the conversation

Ask the customer if their issue has been solved to their satifsfaction.
Ask the customer if there is anything else they need any satisfactionor hel desk
Thank you for customer once agin for calling your organization.

Reintroduce yourself.

YV V V V V

Tell the customer it was a pleasure serving them.
» Say good bye and close call.
162. (most) What is communication ?
Ans : Communication is mopre just talking ; it require understanding the information is that has

been exchanged . if you cannot underdstand what has been expressed , then the communication has not

been not successful . 3YTT g for@ ¢ i aTaT 3T 91 B FRIAHIA FTE |
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The word communicationhas been taken fromteh lation which mean of comman it show nature

activity if the human being ti the feeling information , idea between send ans receiver.

&l saferal & faa 91d &1 9t adie A MM UGH &l SIS Hadadi g |

Sender->message—>receiver->feedback—->sender

+ PRI W aTd A YT B ATQ TP oId ab BIg Hel Uidihar At
3T STl 9 dF 98 ST RIS 8! Peara |

163. PRIHIA | B B Al 914 BT § Td13T -
<% ans: Hgl d¥I® | ATH ATH gl A eI THTA a8 g1

o WY YSHI TR & SR B FHSAAT
o WATURYT WG BT STANT BT TTHT G| BT SUANT BT
o GEATSN B TE THFHT 3R T e aID o TR TG

164. what are effective listining skills ?
ans : effective communication exists between two people when the receiver comprehends, interprets
and understands the sender message in the same way as the sender intended it. it has many advantage.
By listening effectively, you will.
» Get more information from the people.
Increase other trust you.
Reduce conflict

Better understand how to motivate others.

YV V V V

Inspire a higher level of commitment in the people you manage.
165. What is Non verbal communication ?

Ans : non vreval communication is behavior , other than spoken or written communication , that
creates or represents a meaning. In other words , it include facial expression . body movements
and guestures. Nonverbal communication is talking withour speaking a world . it is very effective
, maybe even more so than speech.

There are two types of nonverbal communication .
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Body language and Gestures.
Nonverbal cues

Facial Expression

Body language

Eye contact

Dress and physical appearance
Gestures

Most people express and can recognize
Six basic emotions

1. Sadness 2. Anger 3. Happiness

4. surprise 5. Disgust 6. fear

166. What is the work place communication ?

Ans : there are two types of communication. Formal and informal . informal communication is between
family and friends , but when it comes to formal communication , there are some etiquette and rules
that need to be followed . here are some tips for effective communication in the workplace with your
subordinates, colleagues as well as seniors.
Be clear and transparent
Be well prepared
Be precise
Be genric
be assertive
do not assume
Encourage two way communication
167. What are the Interview skills .
Ans : when you get selected ininterview you need to ask yourself . what was there in your cv or
APPLICATION form which interested the wmployer ?
» To prepare your self .

» Check the company website.
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» Preparied for typical interview questions.

+* Tell me about yourself

+* Why have you applied for this job and applied to this company ?
+* Can you give me an example of a problem you have solved ?

+* Why did you choose your particular degree ?

+* What are your strength and weakness ?

+* Where do you see yourself in five years time ?

+* What do you do in your leisure time ?

168. SIFGHE  reviewing BT T S FATT |

- Yo & 09T TR B 9I@T document B TGRS | ST WIdT @ I8 Siagie § a8 ™ $ &
Ao & e guTdt a8% I R BT 3 | Reviewing 3 GRT document H IS §U HTH Hi ¢ fham wiram

g
169. BTSUR foip o1 Riday Ta8U |

3TN - hyperlink(“url“,”display name”)

Exam. hyperlink(https://www.google.com” ,google website”)
170. RN AP 991 & fore TduyH HI991 ¢q g |

3TN : insert tab

171.  f3fSrea RiR ve™ Waﬁﬁﬁw website IdISUT |

31N - www.comodo.com

www.startssl.com

www.cacert.org

172.  f$frea R veR--
1. Yellow triangle :- 9§ gﬁl’d C Gl % G| digital signature STHI % |
2. Stylised red seal :- 98 gﬁl_d DIl % G| ﬁﬁ*{ﬁ? 3MN& % 3R gg signed AP di¢ dgdTl
TR
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3. Yellow tringle with black exclamation Ig ¥RId ®RAT § BI document RIATR geT g3 @
ST Had @ fF document & DSBTS B TS 3R 3F 3R HRHT AE] ST IR |
173. Restrict permission GRT SFfIFd AN & T file H1u a1 wids fHd A A document HI
W H TPAR |
17a. TP Sigghe W Tt changes B reject HIA & oI SMUDT Accept 3R Reject changes STAANT

175. P Ufehar a9 YU el @ 99 3MUs U STagHc W FH $1 & J9T TP

reviewer % |
JTII- Review
176. SIFHe, AP AT TRME BT RB- gar 8 R oy e ! dade wvd

STaCH] Bid! HY Hhd ¢ |

3IY- BTSURTCIs/HYPERLINK
177. TTed? ot Ja9 Aedqul 3R I 3iftre Iyt g1 areht faxtwar ursale

29d IR UFAC AL 7 |
3R- spreadsheet/?a?;ﬂﬂf

178. BT STANT B BU 3{TU spreadsheet AT 3CI-3MCT spreadsheet # v gY SIcl Ca|

sort,count, 9T view average < TP § |
IT- UTgdlc ead

179. PHE §-UC B b [T DI WdPe ol Bl |
ITE- ctrl +alt + ¢ (TE AR )

shift + F2

180. 9 P Yok TP Bl ahged &1 AT ufadi R o/ #3d 7 3R emust 39 9t &t Rt
qHgD A consolidate HIA DI TG ST T |

J Y- consolidate
181.  3(TY TSR 31 yHTiorwaT AT H1 & forg
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Ie- feforea RigR

W/

182. TP e R ¥ YT Sl JHTT HdT ¢ DI T known sender GART TTT

4T @ 3R transit & GRTH dGAT A1 T |
3T¢- Digitally signing

183,  _______ 3T 3T # gt TP AP SIFgHe § Sl Bl 3T STFIHE W DI spreadsheet],
audio T video WIS 3HTf¢ B TAPY S & fore IUANT fHar SIan @ |

37I¥- Digital certificate

184, ___________ TP RIUTR &1 sadei-® ©U g dIh 391 UPR | fhdl Siaghc & 314 I fhd
T[asignature W%ﬁﬁ%ﬁiﬁﬁlﬁwgﬁmgﬁqﬁ?ﬁmﬁmm%l
Ie- feforea RR

185. g sFd Hear & fefored RERR M= 7 |

3T- yellow triangle

186, _________ TE 0 HdT @ SR ok ® 3R TE signed $IA P 91¢ ol §AT T B |

3TI- stylised red seal

187. g Sa a1 ¢ 3 fefea RER ger g 7 oa®1 uaae § &1 siegdc o

DSOTS B 715 § 3R AT 3R URIT 1T BT I |
JTIR- Yellow tringle with black exclamation

188, _________ & GART 9Id ATY YT Hal &i Vleiie Hordl g a1 gHeAaxr 39! HIut file, i

31 & w=T & forg SuanT fohan Siran g |
3TR- IRM
189. IRM P! PABIH §d1ST |
FW- FTHIRH I5ed AoHe
19. TRT 3FTIPd A & e fiie, dra arwids fHd 9 A document &Y GIEA R THd
|

JTI¥- Restrict permission

191. gt &l fife @t argufa A8 33 & forw smust WEiUw/por ST@NT dicd ¥ filc IRE &
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JTI¥- NOT PRINTED

192. g1 &I fife 1 srgufa A1 argd B fooeg AR &Y copy TG B ¢AT A8 dl STUDB! PDF
STANT 916 H changes UaRM & d8d ENABLE COPYING OF CONTENT _________ AT A1 |

I SFIP
193. 3 TITedR BT SUART P& 3(UIScHe DI RIS AP § |

194. SHA AARRT ATteaR # TS BRR & SRA html AGS fpae $31 & e 9uid

195. Css &I pABIH 913U |
JTi¥- cascading stylesheet

196. ¥ website # stylesheet firue @i w3 |
31X- CSS
197. Style sheet & 1€ SR 1 &1 UL fhar ATaT B

- <style-............. </style>

198. P 'lﬂ:[\ﬁ style sheet W CIRSIGI] % |

- file menu

199. Ebﬁ:l@'lﬂ:[\a? ded behaveour option U % |
- iae 0 |

200. Popup message ST ST 3Tl % ,old CIgU ICRIRIE] message display Eﬁ?ﬂ % |

201. Tools HIF| & d8d compatibility RU¢H Iua=t ¢ |
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202. Add-ins fOvqd @weH FUis 3R fARNT BRI H JTsH &I UWAH St &HdT B
qerar g |
203. Snippets ®T T IYTINT T |

- snippets WRITH & TH 3R 81d &, o8 Ya & fawra wafsi gRT q=: ™
far ST ® | I8 9gd SUAN Eid @ P 9gd 91 IHy 3R uRyH SHe] Mg
IR f5d T Fis F 950 A ATUH 3YTT qI5e] UR IR IR START FI IHd 3 |

204. PICIRIY WISTH PT TFCTH 9asU |

- .psd

205. ICIRNT HFH psd WIS B AT § |
206. STAATH® (dynamic) 99 THAE HI THSSU |

—Wmdynamicaﬂﬂﬁﬁmwg?ﬁama?ﬂiﬁﬁﬁ
ferafesme g aikad= o Smar 7 | dga” v iR Tafaal & F0 $A & g Jeguf
AU BT TOTT 31 edit fHFA TH a1 TSl & Pad oo fARre Ur & gRads o= g@d
2 | 3 wER o9 fRUfY & oo Suaih a1 @ | 919 3F& faeiwdl te gt dadrse R o1l
PRAT |

207. DWT &1 B ga13¢ |
~STTHS 49 ¢HdT

208. SEO &1 pd WiH qarsy |
_ I §9 SATTPHTSSIRA
209. FBDB AT ¥ U fafRT wite: A Sy R fBur s g |
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210.

211.

212.

213.

214.
215.

216.

217.
218.
219.
220.
221.
222.
223.
224.
225.
226.

2217.
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iis PP BleTw U B |
— geX-C SAGTHRM dfdas

The Usl Jd3 Uac e Msae g o8 HIgs e TaRTURE a9 gRT R far mar T |
View HIF & site dropdown W H site TH SUAH T |

FTP T YRT 9T §aT5¢ |

- BI5d SFABR Uiciald
SITE W &% S™I¢ dropdown ﬁiﬁaaﬂ%ﬁsmﬁmm

Kompozer €d open source wysiwyg html ufeer @ |
ISR BT Ricad :

=hyperlink(“location”,”friendly name”)

http : BTSUR text ET-ABR UeldId

CLR :®IH dvdSl TIeT8H

A T arelt ga¥ G15s fRpfUT a7« S 8 | > pHP dvdw
ISP > §°Ac AfdH Yargsx

FTP - BI5d S-IHR Ueihid

ssL> RIeR dide AR

SOAP - RiUd siissige T Uieidid
WsDL-> 49 afd¥ fefEpr=m daw
IRM-> STHIHR Igey A-oidc
SE0-> I oI SMTPHATSHRH
[1S>ZARAE SABHRE Ifdasl

B T T R g R g R R S R S R g S S e S e e e S Y e g s
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PHP- T I U1/ §TSUR ¢aRe N Ay

228. feforea Rr vsfufer &
Treiie $1 yarivrear gHfda 31 & foe fsiiica R srswamm s a@d g |
TS Siagic IR f3fored signature I W wat gifea wvar @ % gz fodt e~ afed grTsamar g

f$forea RR e RPR @1 saei-e ¥U 7 3o 349l TaR A fHdl Siegde of g1y 9 5 ™
signature HYd § a3 gl f&forea RR s STRfe S T #3d 7 |

229. USic¥M AT HRAT

9 39 YSicRM ¢d & df g1 & [T g7 fdg &1 grearge S 918d 81 d1f 3 farg it wR faiw e
a9 3R T1e Y@ I |HE AR sy ieeR A faenfat & srefarffe Reree & deie svaraed @
dt STYHT U YoieH | TR DI FIRATSE HIAT ATARID I |

230. f3forea RERR vsfafaer @
Teiie &1 TG gfEd B3 & e fefed RER s s 994d 7 |
TS SIFgHc IR f$R1ed signature I YT wat Jifea ovar @ % gz fodt o~ afed grT s g

faforea RER T RER &1 saee<® U g 3iF 34! ToR I [l sieghe of g14 9 f5d ™
signature Y4 § a3 gl f&forea R sawi e sTafe S T #3d 7 |

231.  html U 91 defoult FHAH A VI EA 2 |
.html / .htm

232. html IS & AT T H view & 3R AT MREA DA BTAR |

1. %Fl'lg_"l'al/designview . Pl oI fgomg fe@mar g |
2. code view / BIS : U T Pls fe@rar g |

3. f&ae g/ splitview  : FEISA 3R ®is Al R@m@ag |
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233. WG §lewUIC / image HOTSPOT ® THSISU |
image BleUic &1 3 T SCHT ST AU 4T fAidP g1+ & T TH 3bal image BT S fFx1
SUYNT HIAT | IeWIC | image P ET (T UM H FISUR foids &1 Ol § | T6i foasw o
gicHic fhte Pd B |
SEERUT & fw : IR fheft SR a1 3w & TR | 39 g @ Su o oft v R fias e
q MU G ST |

234. TSV §aX DI GHSATST |
R UG bt eftdic o1 te uRads (@, s |, ) onfe 1 gar ? | Sta 3y fovelt fAifdra
T & S ASH Wd oI @ 79 SUDT URGdT gIdT 2, D! css DITST & ATY TT ST @
|

235,  CSS WISl B HSSU |
css PRPIST WIsd e TP Ao g Foraa g9 fdft ft himl STrgde 1 smedes wU @ 3@
HHA § | el 89 htm] A9 A fHHt 3q0W F1 3MPR A 8 981 css A TH IT U 1 AHYP ©Y
Gd B
DT UAAT UG § P! dGAIRE P html BT & JTY JTY 3T dGATGC DI PP 3T F¥IR W
a0 & oY srgga g 91fe T |

236. Hyper link shortcut keys ?

Ans : ctrl + K

PAWAN KUMAR NAGAR NEW SITE: https://nsqfit.000webhostapp.com Page 27

T T R R T g T g T g R S R S S g S P e Y e e
T T R R T g g T g R g S g S S g P S Y e e

* *
RARASAAS ISR B IQ QI SASASASISASASARIQ UG AGAGASASASASA QLSS AGASASASARIQ USRS AQAGASASIQIQ IS S IQ I IGIGAGASIR QIS S ID I IQISIRAS SIS 1SS IIGAGASASAIS QIS 1B IS IAGASASASIS IS IQ 1S IGASISASIASISASAGASAPASASASASISADLISASLSASAS



