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: . .,{ .,; Dp.twt stott answering until tlie inuigitaar asks lou to ltrrrt.

(ii) Qtnstion Wper mnta.i.ns 100 qucstiow, Studznt is required, to onsuer all tlu qwstiotu.
- Tllere i.s rn chofue.

A Multiplc Choice (Questions number 1 to 6O)

No/c : Four choires are giuen for' d qrrestion, out of which one c|pire ma! be conzcn" Msh .
conect answer in relcuant column of tlw answer sheet given to you. In maz you ful tlnt .

. rlm;rre of tlu choius giuen in a qucstbn is eorrect, marh in column .'0'.

1. Windows operafing eystem was developed by

(i) Microsoft (2) Intel

(3) Nokia (4) CISCO

Z, The graphical symbols in case of W,indows which represent applications are called

. (1) Desktop (2) Icon

. (3) Laptop (4) Task Bar

' 
3, lbe application yindow generally contains

. . : (1) insertion point (2) nrnning program

. (3) text area (4) wotk area
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(l) previous line
(2) previous word,
(3) previoue char
{4) previous page

In MS-EXCEL Query is useil to

(1) E*tract data
' (?) Create neporta using eub,totale

(3) Credte reportr

(4) AII of the above

lO. Option to mafre the text bold is a.part of

(l) Formatting

. (2) Standard

. (3) Drawing

(4,, lexr

ll. A document ie qreated using
(r) ExoEL
(2) PowerPoint
(3) OMCT,E

. (4) WORD
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12. Shift + F3 is used to change

(1) indent
' (3) marCm

18,' Font optron is a part of

(1) File

(3) View

(r) 1
(2) 2

' ' ( 3 ) ' 3

(1) 6

(3) 18

, (2),  case

(4): selection

. (2). Edit

(4) Format

14, The word which is searched using spelling chech in MS-WORD uses

(1) DEFAULT.DIC
(2) KEY.DIC
(3) FILE.DIC

type of tab stope aie, preeent in WORD.

., (4) 4

. f6, Single line spasing in WORD causes points'

l. '
(z) L2
(4) 24

. ' L7. Default style of document is

(l) JazzY

(2) Modern

(3) Contemporary
(4) Rocking

18. While converting the text to the table, text could be separated by

'' (1) Tab

(2) Comma

' (3) Paragraph

(4) All of these

. 19. MailMerge is used with data files.
- (1) WORD

(2) EXCEL

(3) ACCESS

(tt) AI of these
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20. ie not a valid tab in searching document Eith WORE. ' .. : , r'
(1) Size
(2) tocation
(3) Summary
(4) fimeetamp

21.. MaiMerge ie us€d in cs6e of
(1) Form filler
(3) Catalog

2?,. Formula bar is the part of
(1) WORJ)
(2) EXCEL
(3) PowerPoint
(4) Notepad

is ueed to select the entir€ column in EIKCEL.
I
(1) Shift+Spacebar
(2) Alt+Spaeebar..

'(3) Ctrl+Spacebar
(4) Enter+Spacelar

?4. Which of the'follorring is an absolute address ?
(1) A$6
(2) gA5

(3) A5
(4) $4$5

. t  i . r i
26. The seeond window of the workbooh is shown. as

(1) <booknaae> - I

(2) <bookname>:,1
(3) <trooknane>::1
(4) < bookname > - l

24. CelI B3 of etreet 1 is ehown as
(1) Sh€€t r :  Bg
(2) Shest I :: 83
(3) She€t r_Fg
(4) Sheet r !BB

e|d-s{E+H)

' ,(A) Ldbol - , .,,

(4) All of these
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Formula could be edited in EXCEL using
(1) f' l

(2) F2

(3) F3
(4) F4

Remainder is calculated using

(1) REM

.function.

(2) REMAINDER
(4) MODULE

(2) 98
(4) 97.2

30. Maximum items which could be joined using concatenation are

(1) 20 (2) 30
, (3) 10 (4) 5

3f, Which of the following is zot a valid feature in EXCEL ?

(I) Function
(2) What if analysis
(3) Chart
(4) Word Pmcessing

8?.. Default exterision of file saved in WORD is

(1) TJ(T (2) XLS

(3) MOD

CEILING (d?.2, l) will return

. (r) e7
(3) 97'5

3S.

34.

(3) DOC (4) PPT

on the icon executes the application.

(2) Double Click

(4) Shift+EI{tER

(l) Click

(3) Drag

Control could be moved to next slide using

(1) Vertical scmllbar

(2) Horizontal scrollbar

(3) Formula bar

(4) Standard toolbar

Data is modifieal by - on the graph.

(2) DoubleClick

(4) Ctrl+Click

( 5  )

35.
(1) Click
(3) Drag
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$6: The wallpaper setting. can be ctranged fron
(l) Controt Panel dialog bor
(2) Accesaories group
(3) Setting dialog box
(4) Main Eroup

37. Ib:rt could be shown in graph ueing
(l) formtla
(2) . value
(S) label' ' 
(4) cornment

$8. Maximum nusrber of ares available in 2D Chart are

39. Chart coulal be shown 50% of actual eize using
(1) F9 (2) F10
(A) Fll

4f'. Maximum width of line thickneee ie
(r) 2
(3) 6

,t11, Objecte could be grouped using option.
(1) Drdw
(2) 'Formu]a

(3) Tml
' (4) View

42. Which of the following ie a gmup icon ?
( 1) Terrrinal
(2) Charactcr map
(3) Clock
(4) Acceseories

4$. OK is shown in the dialog bor ar
(1) Check box
(2) Option button

' (3) Comuand button,
(4) List Fox
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Default extension in case of Paintbrush is

(1) PPT
(2) BMP
(3) GIF
(4) . JPG

Default lind sPacing in MS'WORD is

(1 )  0
(2) I
(3) 2
(4) 3

Normal View is used to show

(1) header
(2) footer
(3) both (1) and (2)

(4) None of thee€

ehart is used to show the percentage share'

(1) Pie
(2) Doughnut
(3) Both (1) and (2)

(4) None of these

Defau-It extension of file in Notepad is

(1) DOC
(2) XLS
(3) rxT
(4) Psr

Workbook is created using

.(1) woRD
(2) EXCEL
{3) PowerPoint
(4), ACCESS

the last column in EXCEL is

4t.

49.

4t

60.
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B State wheth€r Tlue or Fatee (eueations numbpr 6l to tOO)

Note : In the folloiwing 50 questions, mari 1,. i7 the statem,nt giuen is true and. 0 if thz etotetncrlt .
' giuen is false,

51, Document window shares the menu u,ith the application window

52. Win command is related ta win,exe.

6:1, FE is used to activat€ the.menu bar.

64. Shift+TAB ie used to move to the next option in dialog box. I .

55. You can quickly insert a page breah by using the key EMIER.

66. HOME I&,y moves the cureor to the.beginning of the paragraph.

67. . Paet€ command is used to copy the text.

68. Color Palette is at tfie right of window in case of pNNItsRUSH.

69. Show button in WORD also ebows non-printing characten i,.

l
60' Find option in woRD.also searches the text eouu-ding rike the game telit by default.

: \ .
61. Checking grammar is sarne as chedking Bpelling in MS_WORD. . , .. . l

6A Indentation affect€ the whole docunent.

6S. One and a half line spacing coulil be given in WORD.

64. By default the document is printed in portrai; :

65. Gutter margin is.used in binding, .

06. Hard Page Breaks are automatically inserted by WORD
:

87. CTRL+TAB is us€d to insert tab.in fte cell ofa table.

68. In MaiMerge the field name can be maximum Bb characters long,

. 69. 16384 is the last row in EXCEL.

,  ( 8 )



The maximum value of data stored in EXCEL is 3l : 12 : 2078.

.A$5 and $A5 are both examples of mixed addressing.

73. HOME is used to move to cell Al.

74. Numbers could be shown in the scientific format in EXCEL.

76. CTRI,+F6+SHIFT is used to go to the previous window

78, ,. Formula should always start with = sign.

77, PROPER( ) fi.mction will do spelling check in EXCEL.

78. Line chart is ueed to compare percentage of share of data series.

79. Lotus 123 is an analytical graphical package.

80. Slide View can show rnaximum one slide at a time.

81, Default extension of file saved in PAII{IBRUSH is PPt

42, Lotus 123 is part of MS-QFFICE.

8{f, fitle layout is default Auto layout in FowerPoint.

U. Chart type is used to change the graph.

86. Slide Show is part ofView option.

., 88. Windows is a word processing software.

. 8il, Presentation could be created using PowerPoint.

88, Cut and copy is used to move the paragraph.

89. X is used for searching pattern in WORD.

'9O. Thesaurue is used to find opposite woids.

91. Default tab size in WORD is 5 cm.

52. Macro could be created in WORD.
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9.9.

04.

s5.

96.

97.

9t.

ss.

100.
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qrEfuilc f,c

.qrS.tfr.-otn+ro

Jtffi ai6: 1oo.g s r f : 2 S v )  :

c E ;
ft)
(ii)

IZLL]

(iu)

ffis 1r5aqT1 yqre-c ih ffie fu'qr qq q

tD qr{ffiw <r{ 12i i}a ent

tsl +fr.ar EnT

ffis + qT{A q lrfr-6-d xfrs, + 3qr+q FTFF( sG t, 6-{flTi t

(r) +sdc 121 wr5+i+

tsl ffic t+l zrw sR

{Frnqim fiCr+q ffi i E}-dr t

11y ft|sn fu€ tzl *rH 6qli$

tal wqli{ *? tal +r4 tr
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(r) ffi arg
( 2 )  f u s & Y I E  : r ' ' ;  :  : "  , ' i : " " ;  " ,(3) ftg-d {xifr6 (*t€r)
(4) ft-sd yB , r .,.. , i .

e. Ms-ExcEL+ y+r rgs mqr qdr t ,., .,
iu qiq-gt ftq{ 6r+ + fdq
e) sc-+gt +r r+,r sre gs R+J Vfi +.rt + fdc
(a) ftrtJ gqc 6d + tfiC- :
(4) sc{s sm :

ro. cr{qifl dt *ar 6o16y q{+. + ffi f{{.,f, 
'' ' 

_ qr<n cr qm t r -
ru siffir
(2) CFrS
(B) grgr
{4) lTEqi{r

rr. qr xfir +ca gq rfrq Vfrd fuqr qrar t r .
(1) \Rffl 1nxcB1)
Q) cts{qqk (powerpoint)
13y St*'m (oRAcLE)

t+l +d ffesD;

clc-s(€+H) ( 14 )
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r2. shift+F8 qF(edq mi + tds vss foqr srdr t r
(1) 3ifr{qllrq (2) *q

,(3) EIfrm {4) q.FT

rg. WA FF5-eI cFf E 
..:

111 Ur6e iil (2) ,gtrIrtrT iFl

(3) E{nt 6r (4) sT{e fi
\ \ Ar.r. vt< d us-woRD t {dfi sis f,+'r *rt gq .tqt qrel fl, Tfrq srfcrT t

(T) DEFAULT.DIC
(2) KEY.DIC
(3) FILE.DIC
(4) GUSTOI\IDIo

16. & f+trq dr/+ r+n wonu.fr f+strn tlt t
. (1) I

. : . .  J2\  Z
(3) I
(4) 4

16. +i wonu i q6d dr{q sidrF{
(r) 6
(3) 18

rt, [+s fr qfd-fic std i
(1) +fr
rzt sTrgfs
(B) rrrsrfr{
tlt tffiq

dFd{r ft-€q (ffi) qr r+'T . .srifr-Er {ifuffiii ts|el t6r{Fii) i frqr qrdl i t ,
tu 'Ed wonbr
(2) Wcf (EXCEL)
(B) cqt{ (AccESs)
(4) sc$fr sS

P.T.O.-

i ' i

(2) L2
(4) 24

fug sc* qmr t t

18. fi-{qi{r d oi#* + +<ot q{a vrqqi$ yr{ f+cr sr ffi-dr t
rl *e ERI
tzl' ef,flFrrc Enr
rsl +{rfls gRI

ro ev{q tfr
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(1) s|{q
(2) qsfufr
(3) €Rirr
(4) q{qiif,4

i{F+r ft-cq ftRT$
ru qi{ fi6'mr t
€r  g* i

+T{ar <n wr t
(r) qd ffonu)qr
(2) q*|fr @1(CEL) 6r
(3) CF(Eff{e (PowerPoint) i6I .

(4) :lEq-g (Notepad) tSI

+€twonort F*s disi d wq & ru I r20.

?'3,

26.

24. ftqfstu-c it t +{$ ficis{ q-dr t I
(1)

(2)
(3)
(4)

6r Er{I re FqiqT q|dr i

A$6

$A5
45.

$A$5

<bookname>_l

< b o o l n a m e > : 1

< bookname > :: I

< bookname > -1

ss. ,rFr6 r* dkm-.ss.M qfr I
( r )  ! : f t 5  l : 83
(2) SFS I :: BB
(3) rriFs 1_83
(4) tl-f,tr 1r33

clC6(E+H) (  16 )

(1)

(2)

(3)

(4)

ge+e oxcnr,l ii squf sfdc T{i + fds sgs 6+i qnr f,,;'
(l) Shift+Spacebar
(2) Alt+Spacebar
(3) Ctrl+Spacribar 

i -';r ; ' 1- ri { '

(4) Enter+Spacebar



27.. 6T Fclr +rt gs {*a tsxcnll t sitdr {qlRd fdq'T er ++m t r

( 1 )  F I

(2\ F2

(3) F3

(4) F4

zB. -n-fld qr c+{ qtt gs is qfisftt t+q s

(1) REM

(3) MOD

CEILING (97.2, 1) NTdTIIFI 6CII

(1) 97

(2) REMAINDER

(4) MODULE

(2) e8

s2.

(a) sz.r

(1) TXT l

(3) DOC

(1) l+flqt

tsl .6'sur
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(41 97'2

(2) xLS
(4) PPT

slFrf,dc qt ffi ii,iqdq nfr'r *'.rfr gq {fiqid-d fr-qr sr {+-d'r t' t t

(1) 20 (2) 30

(3) 10 (4) 5

f{q if t ftffi \'-*d (EXcEL) t cTq ffisdT rd i ?

lrr rr+rd
(2) what if l4fdqq

ral qd

(4) {r-< {€Frr ({d ntifurT)

qd woml t ffil-i Ti qr{f, 6I qft-xq Aen i

83. errtqiq c{ fi{c+rr trqK{ *-" t I
tri ffi+ (a |g-s ttrs

tsl +{q (4) shift+ENTER

s4. f+4fi -+r xfrq ort g< 3T'rd Rr{s ii trTd l*'+ qr v+-m i

11y sqttn qREjfi ifu-sr
tzi e\ftrs cRid{ \tu-6l
tsl citdl ER
(4) cFFn qsm

s5. sri-+-.sT rls q{ -- ERI ftiF-d frqr qroT t r
rzl F* tm+
(4) Ctrl+Click

(  1 7  )
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s6.' df,+R ntr"r cffi si qr wifr t
rir it?isr-'riRi il-qR qftr Em
(2) wflq{ gTt ero
(B) tFr *rqrq dR ERr
(4) 5w qT{ ERr

37,

(r)
(2)

(3)

(4)

sE. zn qd t sffiq BtS +1 srk{.dc.riw +tr i
( 1 )  1  e ) 2
(3) 3 G) o

se. qd qr rdq qt* qrRF6 qrrq fi sosaRsrq vr vqm t r
(1) F9 (2) F10

. (3) Fll G) Frz
4rc. dt{i +1war fr qtrq-,Tc # Etfr t :

( L ) 2  
Q t 4

(3) 6 (4) 8 :

4r. qfirdcdt d forw qr rftr 6{+ sffid fuqr qr F+-cr t r
tu ET

, tz; +T{cr(2) sr{dl
/e\ -r

&. firrfetuc { + dqqT v{r arr+t+ i I
u) oiils 1zfr+fl
r2r Tixdq qr{fur.
(3) iFrm6rtrs(.rr. atq|q
(4) sc{iltlc

4s. {qq qf€ t or Rqrqr vrcr t
tu qis eftr * 6T d

. rzr fuE if&I i6. 6tt rI
tal +q-ic qrlc * sc S
t+r qifi'dq * sq t
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(s) +ji (r) S{ (z)
(4) E4ri + +$ Tfr

i<sn q rdS sg-s i+lT qiti Eqd nftfid REcpl17.

ru qr{
el *+s
<al tfi (rr Sr rzr
t+l {ci i +{ ffiI

lg. *rts d q|Td qI qftrmc r{ffR t
(1) DOC
(2) XI.S
(3) lxr
{4) PPr

6T {+'T 6{+ 6rqfre1 gfu +i ffi t
(1) sd (woRD)
tzl g*e (ExcEL)
tgt qS{q-fd (PowerPoint)

t+l qds (AccESS)

Ss@rcpll t sifdq qidq t
(t) 7.
(?)  Iv '
G) 7n
(,r) 21000

( 1 e )



u. qrt*q am rf,s'iFJ c grtrd.rs+ crdr i r
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7r. q*g oxcnu d .islRd 3ti6FI 61 gfiI-+.frq {FI 31 : 12 : 2078 t I

72. A$b S{ $Ab s}il frffd c{Ift?Tfi t rqrdror t t

7s. HoME, dfuifl er it dqcq 6{i + rds rgm f+o wor t r
' 

, 74. q*e mxcpl,t C M ffi{s $i+c t'M sT s+-fi t r

76. crRL+F6+sHIFrpt6 ffi il qr+ + fdS c5fi f++ wtr t r

' ?6. qffer v(r = fq-6 + xRtr{ dqT qrRq I

" 77. q*e rexcell li pnoppn( I r+r4 +fS dq 6tlr I

?E. dr{4 qc sri"-gr s€-dTsn t €-trr,!|-q t Hrd{Td +1 g€|+ q-ri + fds cgffi f6-m sTdr

i t

7s. drs rzs ffitrs trfu-+-d tt-q t t

80. RTFg E{q qs qR q 3lfs-d-t-stfu6 gs Rr{s Rcr eq-dr i r

Br. i-€-{vr fr d-qFi T$ {fu+r qr qtr#'c fr"trR ppt i t

sz. *Eg rzg, MS-oFFICE qr qrT t r

EB. qT-qrqiiz t ${s f{qrs qlilfiq ffir fuerq.t r

84. qrJ rsc qrq {<ei * fds sgs fr'qr qrdr t r

86. wr*s rq{f{ $q Mew) frq-g m qrtr t r

86. ffi rr< {srec rffiq( t r

87. qtq{wtiiz n+'1+,{+ Yqfr q|wa * ql s-*,fr i r

88. cut S{ copy irtlts {q-d{ t frq rW fr qrfr t t

Be. qd twonol d x cfrFc +q + ff,s rytn fuur srdr t r

$0. fq{il{s ffiq {rE {kT q{i + fds rEm f*+ nrar t t

er. qd rwonu it qftfic *s 6r sr{$ s tfi t t

ez. qd rwonnl ii H gfdd f+qr ql vfrdI t r
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98,

91. ffiE +cT qEGil 6r frsrc .*-ft I

ffis rmad++ d qcMd f+q sr wA t r

sfr vm t ffi'd qrj Efqil frqt wff t | -
si#tg qr+Fr-gsc kq t r

0G,

97,

9E i6[EE6T iFFIrt:F[ ifiI qFt E t

e0. sflfuflt.I*tifyl*cor +r qs sffi{E t r

r0o, .rAB qgqurF[ (IRm € |
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