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QUESTION 1

Sam works in an office and he is assigned with the task of preparing a document. He inserts a picture in it. Now he
wants to remove unwanted parts from it. What will he do to accomplish the task? 

A. Use Reset Picture option. 

B. Erase the unwanted parts. 

C. Use Picture Effects option. 

D. Crop the picture. 

Correct Answer: D 

 

QUESTION 2

You work in an office and you are assigned with the task of preparing a list of all the employees working in the office.
You make a table and enter the names in the table. Now you want that the names in the table should be arranged
alphabetically. What will you do to accomplish the task? 

A. Apply formula. 

B. Apply Quick Style. 

C. Sort the table. 

D. Write contents in alphabetical order in the table. 

Correct Answer: C 

 

QUESTION 3

You work in an office and you are assigned with the task of preparing a report. There are some numerical data in the
report. How will you represent the numerical data in the report? 

A. Write data using tabs. 

B. Write data in columns. 

C. Make a table. 

D. Make a chart. 

Correct Answer: C 

 

QUESTION 4

Sam works as a marketing executive for TechPerfect Inc. He types a letter to send it to fifty persons. He has to prepare
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an envelope to send the mail to each person. What will Sam do to accomplish the task? 

A. Use Mail Merge. Exam Name: 

B. Use a template. 

C. Use building blocks. 

D. Prepare individual envelopes. 

Correct Answer: A 

 

QUESTION 5

You work as an Office Assistant for BlueSoft Inc. You use Microsoft Word 2010 for the official work. You have prepared
the monthly sales report of your company. What will you do to authenticate the report when it will be sent via e-mail to
the head office? 

A. Run Compatibility Checker. 

B. Run Document Inspector. 

C. Encrypt the document. 

D. Add a digital signature. 

Correct Answer: D 
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