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A. Multiple choice questions:
1. What is the shortcut key to select a column?
a. Ctrl + up arrow key
b. Ctrl + shift
c. Ctrl + Shift + Up/Down arrow key
d. Ctrl + Shift + Enter
2. Paste option is present in which group?
a. file         b. Clipboard          c. Cell           d. Format
3. For changing column width we have to click on which option?
a. Insert        b. Clipboard          c. Format           d. Autofill
B. Fill in the blanks:
1. The __________ command is used to reverse any action performed 
2. A solid square called ___________ appears at the bottom – right corner of a selected cell.
3. __________ key is pressed to edit a cell’s content directly.
C. Answer the following:
1. What are the two different ways provided for editing cell content? Explain in brief.
2. Define Autofill feature.

