LAL BAHADUR SHASTRI TRAINING INSTITUTE

MS Excel MCQ (Hindi + English) with Answers

Part — 1 (Question 1-20)

Q1. Which key is used to edit the active cell in MS Excel?

MS Excel ® Active Cell Y Edit - & forg H1-t Foil SUFHT gt 82
A) F1

B) F2

C)F3

D) F4

Answer: B) F2

Q2. The intersection of a row and a column is called?
Ui iR WY & e aTd R &1 71 Fgd 32
A) Range

B) Worksheet

C) Cell

D) Workbook

Answer: C) Cell

Q3. Which function is used to add numbers?

T3 ) Sie & AT Hi9-91 ha== YT fohar sirar 872
A) MAX()

B) MIN()

C) SUM()

D) COUNTY()

Answer: C) SUM()

Q4. What is the default file extension of MS Excel?
MS Excel @1 fEWice WIge TaISSIH T 87

A) .docx

B) .pptx

C) .xlsx

D) .txt

Answer: C) .xlsx

Q5. Which function returns the hai%rljst value?

T ST HF J1d 1 F e S19-31 b= wanT fHar wirar 872
A) MIN()

B) COUNT()

C) AVERAGE()
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D) MAX()
Answer: D) MAX()

Q6. Which function returns the lowest value?

IS BICT AF 19 B & AT DI9-91 BRI YA fHa1 Srar g2
A) MAX()

B) MIN()

C) SUM()

D) IF()

Answer: B) MIN()

Q7. Which shortcut key is used to save a workbook?
THIH Ad HIA B AP Holl HT 72

A) Ctrl + P

B) Ctrl + S

C)Ctrl+C

D) Ctrl + X

Answer: B) Ctrl + S

Q8. Which shortcut key is used to copy data?
21 IR o A Wi ol 7 7

A) Ctrl + X

B) Ctrl + C

C)Ctrl+V

D) Ctrl + A

Answer: B) Ctrl + C

Q9. Which shortcut key is used to paste data?
ST IRE HIA B ATdPhe Hoit AT 82

A) Ctrl + P

B) Ctrl + S

C)Ctrl +V

D) Ctrl +Z

Answer: C) Ctrl + V

Q10. Which shortcut key selects the entire worksheet?

T Worksheet @Y Select B B R PHe Hoil T 82

A) Ctrl + A
B) Ctrl + B
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C)Ctrl + D
D) Ctrl + F
Answer: A) Ctrl + A

Q11. Which function calculates the average?

3R FRrpTem & I S19-31 e WA fosar T g2
A) SUM()

B) COUNT()

C) AVERAGE()

D) MAX()

Answer: C) AVERAGE()

Q12. Which function counts numeric cells?

TBITHP Jd &1 I & e H19-11 == wahT giar 82
A) COUNT()

B) COUNTA()

C) SUM()

D) IF()

Answer: A) COUNT()

Q13. Which function counts non-empty cells?

@rel gl g9 ara Ad ot et & fog o19-91 HBa=e i gidan 82
A) COUNT()

B) COUNTA()

C) MAX()

D) MIN()

Answer: B) COUNTA()

Q14. Which symbol starts a formula in Excel?
Excel ¥ Formula f9 fiFg @ 3= glar @2
A) +

B) =

C)*

D) @

Answer: B) =

Q15. Excel isa

Excel U % I
A) Word Processor
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B) Spreadsheet Software

C) Web Browser

D) Database

Answer: B) Spreadsheet Software

Q16. Which chart represents data using vertical bars?
Vertical Bars §RT SeT fe@m= arer a1¢ &i-1-971 82
A) Pie Chart

B) Line Chart

C) Column Chart

D) Area Chart

Answer: C) Column Chart

Q17. Which chart is best for showing percentage?
wfa=ra feam & g 9as Suge a1 S19-91 82
A) Pie Chart

B) Line Chart

C) Column Chart

D) Scatter Chart

Answer: A) Pie Chart

Q18. Which key is used to insert the current date?

Current Date STE- @1 RIT¢PHe Poil T 37
A) Ctrl +;

B) Ctrl + Shift +;

C)Alt+D

D) F5

Answer: A) Ctrl +;

Q19. Which key is used to msert the current time?
Current Time ST @1 Xicde Fﬂ?ﬂﬂ ?

A) Ctrl +;

B) Ctrl + Shift + ;

C)AIlt+T

D) F4

Answer: B) Ctrl + Shift + ;

Q20. Which feature arranges data in ascending or descending order?

ST 1 IRIET UT IARIE! HH A HARIT P P [T HI9-91 BR YR 54T Sirar g2
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A) Filter

B) Sort

C) Format

D) Freeze Panes
Answer: B) Sort

Q21. Which feature is used to display only selected data?

Had Tt Sel few & g e wiar &1 IuahT fBar wirar 32
A) Sort

B) Filter

C) Chart

D) Format

Answer: B) Filter

Q22. Which function is used to find the largest number in a range?

et Yo ¥ Haw TS TBI I1d B & oI HIF-A1 o= IUGRT §idT 82
A) MIN()

B) SUM()

C) MAX()

D) COUNTY()

Answer: C) MAX()

Q23. Which function is used to find the smallest number in a range?

et ¥o1 ¥ Haw DI WB Ja HIA & I BIF-A1 BRI SUGRT gidT 32
A) MAX()

B) MIN()

C) AVERAGE()

D) IF()

Answer: B) MIN()

Q24. What is a collection of worksheets called?
Worksheet & qHqe Ak ﬁ?{ %'?

A) Sheet

B) Workbook

C) Cell

D) Range

Answer: B) Workbook

Q25. Which shortcut key is used to print a worksheet?

Worksheet fiie #31 # qiddpe Hoit 7T 82
A) Ctrl +S
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B) Ctrl + N
C)Ctrl +P
D) Ctrl + O
Answer: C) Ctrl +P

26. Which shortcut key is used to open an existing workbook?
Workbook Te ®t Rii¢dhe Ppoil T 872
A) Ctrl + O
B) Ctrl + N
C)Ctrl+P
D) Ctrl + F
Answer: A) Ctrl + O

Q27. Which shortcut key creates a new workbook?
8 Workbook §9 @1 Ridde Poit T 82

A) Ctrl +O

B) Ctrl + N

C)Ctrl +S

D) Ctrl + W

Answer: B) Ctrl + N

Q28. Which function is used to count blank cells?

@Tet Cells B A & T S19-91 BaR= TN a1 387
A) COUNT()

B) COUNTA()

C) COUNTBLANK()

D) COUNTIF()

Answer: C) COUNTBLANK()

Q29. Which function is used to apply a condition?

7 AR HRA P T HI9-T1 == U farar sirar 32
A) SUM()

B) IF()

C) MAX()

D) COUNTY()

Answer: B) IF()

Q30. What is the address of the first cell in a worksheet?
Worksheet @1 Ugelt Cell BT YT T IdT 872
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A) A0
B) Al
C)B1
D) 1A
Answer: B) Al

Q31. Which chart is best for showing trends over time?

TG & 914 g ard uRad ™ & fore $i-91 a1d Suge g2
A) Pie Chart

B) Line Chart

C) Doughnut Chart

D) Radar Chart

Answer: B) Line Chart

Q32. Which key is used to repeat the last action?

3ifad fora &Y gigR™ & fore Si=-w Foft IuahT giedl 82
A) F2

B) F4

C)F7

D) F9

Answer: B) F4

Q33. Which function joins text strings together?

Text B! SIS & AT PT-TT BRI SUANT fHar iar 372
A) CONCATENATE()

B) SUM()

C) COUNT()

D) IF()

Answer: A) CONCATENATE()

Q34. Which function returns the current date?

gau fafy ure 4 & fore H19-31 e ST a1 87
A) DATE()

B) TODAY()

C) NOW()

D) TIME()

Answer: B) TODAY()
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Q35. Which function returns the current date and time?

FAUH 3P 3R THg UIed H & T HiF-J1 B SUNT i1 87
A) TODAY()

B) DATE()

C) NOW()

D) YEAR()

Answer: C) NOW()

Q36. Which feature keeps row or column headings visible?

Row T Column Heading &1 R ¥@ & ferw PI-TT BIER STANT gidT 82
A) Filter

B) Freeze Panes

C) Sort

D) Zoom

Answer: B) Freeze Panes

Q37. Which function rounds a number?

AT HI Round FR & oI HH-AT HaR= SUANT gl 872
A) ROUND()

B) SUM()

C) COUNT()

D) IF()

Answer: A) ROUND()

Q38. Which function returns the length of a text string?

Text B GETg T B & (1T DIH-HT AR I Tl 82
A) LEFT()

B) RIGHT()

C) LEN()

D) MID()

Answer: C) LEN()

Q39. Which function converts text to uppercase?

Text Y T8 &Rl § d¢a1 P AT BI-91 == IUURT gid1 872
A) LOWER()

B) PROPER()

C) UPPER()

D) TEXT()

Answer: C) UPPER()
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Q40. Which function converts text to lowercase?

Text 1 Bl 3R] & gea+ P U HI9-IT BawH SUANT gidT &7
A) UPPER()

B) LOWER()

C) PROPER()

D) LEN()

Answer: B) LOWER()

Q41. Which tab contains the Chart option?
e g9 &1 faped fha ea d grar 82
A) Home

B) Insert

C) Data

D) Review

Answer: B) Insert

Q42. Which function returns the current date?

goa fafy e #31 & e Si9-91 HaRr wahT fasan o 82
A) DATE()

B) TODAY()

C) NOW()

D) DAY()

Answer: B) TODAY/()

Q43. Which function returns the current date and time?

gauH fafy iR THg v F31 & fore Fi-11 HaR WaRT giar 82
A) TODAY()

B) DATE()

C) NOW()

D) TIME()

Answer: C) NOW()

Q44. Which function returns the length of a text string?

forddl dRe P daTS J1d B & oI FHIH-91 bR vanT faar Srar 82
A) LEFT()

B) RIGHT()

C) LEN()

D) MID()

Answer: C) LEN()
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Q45. Which function converts text into uppercase?

TRC Bl E@i &Ry (Uppercase) Agead & ﬁl‘E BI-9T BRI TRT gidr %?
A) LOWER()

B) UPPER()

C) PROPER()

D) TEXT()

Answer: B) UPPER()

Q46. Which function converts text into lowercase?

TR B Bl Gr&lﬁ (Lowercase) s | Hﬂ?ﬁ & ﬁl‘l! HI-9T B TN ﬁ?—IT %?
A) UPPER()

B) LOWER()

C) PROPER()

D) LEN()

Answer: B) LOWER()

Q47. Which function capitalizes the first letter of each word?

WD Xeq BT UgAT &R TST B & Y BIH-T B TN ial 82
A) LOWER()

B) UPPER()

C) PROPER()

D) LEFT()

Answer: C) PROPER()

Q48. Which function extracts characters from the left side of text?

SHRE P 13 3R W 3R e & T $19-91 BaR™ YT gidr 82
A) RIGHT()

B) MID()

C) LEFT()

D) LEN()

Answer: C) LEFT()

Q49. Which function extracts characters from the right side of text?
SHRE & qI% AR A &R A & g #19-31 ha== v giar 82
A) LEFT()

B) MID()

C) RIGHT()

D) FIND()

Answer: C) RIGHT()
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Q50. Which function extracts characters from the middle of text?
eRE & 9 A 31eR Fprem & T &19-91 HaRM waiT gidr 872
A) LEFT()

B) RIGHT()

C) MID()

D) LEN()

Answer: C) MID()

Q51. Which function joins two or more text strings?

&l a1 3T ¢aRe &I e & T FI91-a1 BRI WaRT ghar 82
A) CONCAT()

B) SUM()

C) COUNT()

D) MAX()

Answer: A) CONCAT()

Q52. Which key is used to start a new line within the same cell?

TS g1 A | 93 Ufe & H3A & I S19-31 Hoit waiT gidt 82
A) Enter

B) Shift + Enter

C) Alt + Enter

D) Ctrl + Enter

Answer: C) Alt + Enter

Q53. Which shortcut key opens the Format Cells dialog box?
Format Cells STIGNT TRT WIe B WTdhe Poit T 32
A) Ctrl +1

B) Ctrl + 2

C) Ctrl + 3

D) Ctrl + 4

Answer: A) Ctrl +1

Q54. Which feature prevents invalid data entry?

TTed Sel Ufafd e+ & e S19-91 BiaR v ghar 82
A) Filter

B) Data Validation

C) Sort

D) Freeze Panes

Answer: B) Data Validation
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Q55. Which function rounds a number?

I=T B Roundﬂﬂﬁ%ﬁlﬁaﬁq-mwmﬁm%?
A) ROUND()

B) SUM()

C) MAX()

D) IF()

Answer: A) ROUND()

Q56. Which function finds the largest value in a range?

o) ¥ST 1 TS IST A 10 FI1 P AT BI-91 == UGRT gian 872
A) MIN()

B) MAX()

C) COUNT()

D) SUM()

Answer: B) MAX()

Q57. Which function finds the smallest value in a range?

<t 31 &1 T BieT 9 1 FIA & AT B1-91 =M W gidT 82
A) MIN()

B) MAX()

C) COUNT()

D) SUM()

Answer: A) MIN()

Q58. Which tab contains the PivotTable option?
PivotTable &T fawed fre e o graT 82

A) Home

B) Insert

C) Review

D) View

Answer: B) Insert

Q59. Which Excel feature summarizes large amounts of data?

TSI HEAT A ST BT IR 991 & foIg HI-IT BIER YT gidT 82
A) Filter

B) PivotTable

C) Wrap Text

D) Merge Cells

Answer: B) PivotTable
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Q60. Which shortcut key is used to print a worksheet?
Worksheet fife #39 # Wid®e Poil w182

A) Ctrl + P

B) Ctrl + S

C)Ctrl + N

D) Ctrl + O

Answer: A) Ctrl + P

Q61. Which shortcut key is used to open an existing workbook?
Tgd I T+ Workbook &a= 3t RiT¢dHe Hoil T 82

A) Ctrl + N

B) Ctrl + O

C)Ctrl+P

D) Ctrl +S

Answer: B) Ctrl + O

Q62. Which shortcut key creates a new workbook?
8 Workbook §H @1 idde Poil T 32

A) Ctrl +O

B) Ctrl + N

C)Ctrl + W

D) Ctrl + A

Answer: B) Ctrl + N

Q63. Which shortcut key closes the current workbook?
AU Workbook §¢ ®X @1 RTdhe Hoil T 37
A) Ctrl + W

B) Ctrl + S

C)Ctrl +D

D) Ctrl + X

Answer: A) Ctrl + W

Q64. Which shortcut key is used to undo the last action?
3ifaq ST Bt a9 A Bt e be Hoit T 82

A) Ctrl +Y

B) Ctrl + U

C)Ctrl+Zz

D) Ctrl + R

Answer: C) Ctrl + Z
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Q65. Which shortcut key is used to redo the last action?
3T BT B IRT HIA B ATEPHe Holt AT 82

A) Ctrl +Z

B) Ctrl + Y

C)Ctrl +P

D) Ctrl + H

Answer: B) Ctrl + Y

Q66. Which function returns the square root of a number?

ot e &1 aetga Reem & R &19-31 ek waT giar 872
A) POWER()

B) SQRT()

C) ABS()

D) ROUND()

Answer: B) SQRT()

Q67. Which function returns the absolute value of a number?

fadt TR BT Absolute Value 1A & forT H19-1T haRT= U4NT gidT 82
A) ABS()

B) SQRT()

C) MOD()

D) INT()

Answer: A) ABS()

Q68. Which function returns the remainder after division?

YT 31 & 91¢ Auhd BT & T S19-91 BaRH YT giar 82
A) ROUND()

B) MOD()

C) POWER()

D) SUM()

Answer: B) MOD()

Q69. Which function raises a number to a power?

o<t e 3t ura AT & e Si9-a1 e v ghar 82
A) POWER()

B) SQRT()

C) ABS()

D) RAND()

Answer: A) POWER()
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Q70. Which function generates a random number between 0 and 1?

0 3R 1 & &t TrefS® T-IT IUT I & 1T HIF-AT BRI YN gidl 82
A) RANDOM()

B) RAND()

C) RANDBETWEEN()

D) VALUE()

Answer: B) RAND()

Q71. Which function generates a random integer between two numbers?

<l gEsil & v arefos quife Sad 31 & T $i9-91 BaRHE YT giar 82
A) RAND()

B) RANDBETWEEN()

C) RANDOM()

D) INT()

Answer: B) RANDBETWEEN()

Q72. Which function converts text to a number?

SHE DI G ¥ g+ & AT SI9-91 BaRH YT gidT 82
A) VALUE()

B) TEXT()

C) LEN()

D) MID()

Answer: A) VALUE()

Q73. Which function converts a number into formatted text?

TG B BTHES CRE B Iga- & o1 HIH-HT HaR YN il 87
A) VALUE()

B) TEXT()

C) DATE()

D) TIME()

Answer: B) TEXT()

Q74. Which function returns today's year?

A a9 YT R & AT BIH-A1 o= T gt 82
A) YEAR()

B) MONTHY()

C) DAY()

D) DATE()

Answer: A) YEAR()
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Q75. Which function returns the month from a date?

fafy @ wdin urw H1 F e Hi9-31 HaR anT gar 82
A) YEAR()

B) MONTHY()

C) DAY()

D) TODAY()

Answer: B) MONTH()

Q76. Which function returns the day from a date?

fafd 3 &= v v & g #1-91 e v g 82
A) YEAR()

B) MONTH()

C) DAY()

D) NOW()

Answer: C) DAY()

Q77. Which function returns the current hour?

JAH G B SIS & oI HI-IT Ba== Tl gidl 872
A) HOUR()

B) MINUTE()

C) SECOND()

D) TIME()

Answer: A) HOUR()

Q78. Which function returns the current minute?

JAHT fiFe U 34 & fore Si9-91 thaR= waiT giar 87
A) SECOND()

B) HOUR()

C) MINUTE()

D) NOW()

Answer: C) MINUTE()

Q79. Which function returns the current second?

T JHS U B & oI HI-HT BaR= TaRT BT 82
A) MINUTE()

B) SECOND()

C) HOUR()

D) TODAY/()

Answer: B) SECOND()
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Q80. Which tab contains the Page Layout options?
Page Layout & Hafdd faeeu fog 29 # gld &2
A) Insert

B) Home

C) Data

D) Page Layout

Answer: D) Page Layout

Q81. Which tab contains spelling check options?
Spelling Checkﬁrﬁmﬁﬂr%ﬁ ﬁ'&ﬁ?ﬂ%?
A) Home

B) Review

C) Data

D) View

Answer: B) Review

Q82. Which shortcut key is used to check spelling?
Spelling Check @R ®1 RIT¢PHe Poil F9T 82

A) F5

B) F7

C)F2

D) F11

Answer: B) F7

Q83. Which shortcut key is used to edit the active cell?
Active Cell BT Edit P P TcDHe Hoil T 82

A) F1

B) F2

C)F3

D) F4

Answer: B) F2

Q84. Which shortcut key is used to recalculate formulas?
Tt wigel &1 Y: Calculate R B Hoit HIF-T 32
A) F3

B) F5

C)F9

D) F12

Answer: C) F9
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Q85. Which shortcut key inserts a chart on a new sheet?
% =fte ® Chart I9TH @ WTdPHe Hoit T 82

A) F7

B) F9

C) F11

D) F12

Answer: C) F11

Q86. Which function is used to look up a value vertically?
Vertical Lookup & ﬁl’t{ SI-91 T TN ﬁ?—IT %?
A) HLOOKUP()

B) VLOOKUP()

C) LOOKUP()

D) MATCH()

Answer: B) VLOOKUP()

Q87. Which function is used to look up a value horizontally?
Horizontal Lookup & ﬁl‘l'{ PI-T BRI TN Eﬁ'clT %?
A) VLOOKUP()

B) HLOOKUP()

C) MATCH()

D) INDEX()

Answer: B) HLOOKUP()

Q88. Which function returns the position of a value in a range?
o<t w1 1 fRATA (Position) T ATAT BRI P-4 72
A) INDEX()

B) MATCH()

C) VLOOKUP()

D) SUMIF()

Answer: B) MATCH()

Q89. Which function returns a value from a specified row and column?
fAfdE Row SR Column & AT UTW FH== AT BRI HIH-T 32

A) INDEX()

B) MATCH()

C) COUNTY()

D) AVERAGE()

Answer: A) INDEX()
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Q90. Which Excel feature removes duplicate values?

Duplicate $¢T geT1 & oI ®19-91 WR UaRT fHar S 82
A) Filter

B) Remove Duplicates

C) Sort

D) Freeze Panes

Answer: B) Remove Duplicates

Q91. Which feature protects a worksheet from unauthorized changes?

Worksheet B 3FUFd Seardl & JRI&T ¥@A & 0T H19-T1 Wi T giar 82
A) Protect Sheet

B) Sort

C) Filter

D) AutoSum

Answer: A) Protect Sheet

Q92. Which shortcut key opens the Go To dialog box?
Go To STHANT ST WA B ATePHe Holt T 82
A) Ctrl + G

B) Ctrl + H

C)Ctrl+K

D) Ctrl + L

Answer: A) Ctrl + G

Q93. Which shortcut key opens the Name Box (Go To)?
Name Box / Go To &a & forg ®19-w Foil v gl 37
A) F3

B) F5

C)F8

D) F10

Answer: B) F5

Q94. Which feature automatically fills a series of data?
PHIS ST Wd: U qTal BIaR BIF-4T g2

A) AutoFill

B) AutoCorrect

C) AutoSave

D) SmartArt

Answer: A) AutoFill
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Q95. Which option displays formulas instead of results?
F1 S8 Formula i@ & fore wi9-a1 A« v giar 82
A) Formula Bar
B) Show Formulas
C) Wrap Text
D) Freeze Panes
Answer: B) Show Formulas

Q96. What is the maximum number of rows in Excel 2007 and later?
Excel 2007 3R 9T¢ & TXH VN § SAFRBaH Rows fHa-it giclt &2
A) 65,536

B) 1,000,000

C) 1,048,576

D) 16,384

Answer: C) 1,048,576

Q97. What is the maximum number of columns in Excel 2007 and later?
Excel 2007 3MX 91¢ & PN A 3MFUBIH Columns fea= gld &2

A) 256

B) 1,024

C) 16,384 (A-XFD)

D) 65,536

Answer: C) 16,384 (A—XFD)

Q98. Which ribbon tab is used to create PivotTables?

PivotTable ¥4 & T f$¥ Ribbon Tab &1 SUANT faraT SITdT 82
A) Home

B) Insert

C) Data

D) Review

Answer: B) Insert

Q99. Excel is developed by which company?

MS Excel T &ueit g1 faesfra foar mar @2
A) Google

B) Apple

C) Microsoft

D) IBM

Answer: C) Microsoft
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Q100. MS Excel is mainly used for

MS Excel mwwwmmméo
A) Photo Editing

B) Spreadsheet, Calculation & Data Analysis

C) Video Editing

D) Web Browsing

Answer: B) Spreadsheet, Calculation & Data Analysis

& 1. YouTube Link (@ifsat & fom)

B YouTube Channel:
(7 https://youtube.com/playlist?list=PLbpYcJ5FszRObMP-JOs MiCOWeaFdx8no&si=1yrglsl7v3PTH2SC
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& 2. Website Link

@& Official Website:
& https //1bstidankaur.com/
= ZE/Notes, Practice Questions 3R Study Material facr

¢ 3. Email Support

& Email ID:
(7 info@Ilbstidankaur.com
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¢ 4. WhatsApp / Contact (Optional but useful)

E WhatsApp / Helpline:

(7 +91-8192053598
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4 5. Simple Instruction (Important)

' Note for Students:

¢z RS 1-2°6¢ practice Ry

(7 U video 3@, iR notes tl%
(7 weekly test ©IReX <

3T U Computer Course T ORT syllabus URI official website
A T B D 3|

Website U course-wise YT courses ®T detailed syllabus SUdsY %
foras oIy U=l STaRIBdT & IR Tl course BT TG B
Ipd gl

Y@ course H AT topics, duration, 3R study material @t 1{\&
SMSRI AR 8 ¢E o gl 7

¢ 3Mftp SHHRI & g gHRT website TR visit ®N:

& www.lbstidankaur.com
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