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159 AFT ABHIAFE TFAT Baeld F A A ToF AT SaT &, ar F4r

gran?

=SUM (A, 1,2,3

(a) 6 (b) 16

(c) #VALUE! (d) #NAME?

1.When the following Microsoft Excel function is entered into a
cell, what will be the result?

=SUM (A, 1, 2, 3)
(a) 6 (b) 16 (c) #VALUE! (d) #NAME?
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2. ATSHIETFE TFdel 2016 #H AFT A & Fla-ar 3 v JAg1 87 \\

(a) SUM() (b) SUMIF()
() SUMPRODUCT() (d) SUMMINUS()

2. Which of the following is not a valid function in Microsoft Excel
20167

(a) SUM() (b) SUMIF()
(c) SUMPRODUCT() (d) SUMMINUS()



3. [T ASHATFE TFAT I ST TRUMA FAT g ?
=COUNT (A, 1, 2, 3, 4)

(a) 5 (b) 10

(c) O (d) 4

3. What will be the result of the following Microsoft Excel
function?

=COUNT(A, 1, 2, 3, 4)
(a) 5 (b) 10
(c)O (d) 4




(a) T3-ar @t (b) wsafic aRFaeT

(c) sEqfahTor (d) 9feer (e) 3 & I A
4. MS Excel is used for.............

(a) Letter writing (b) Spreadsheet calculations

(c) Presentation (d) Painting (e) None of these
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S.WWﬁ,Wﬁﬁmﬁa(uﬁz)mmwwmmm\
ATEHT HiA-AT 87
(a) Ctrl+Enter (b) Alt+Enter
(c) Ctrl+Shift+Enter (d) Ctrl+hyphen

5.In MS Excel, what is the shortcut to insert line break while
editing a cell?

(a) Ctrl+Enter (b) Alt+Enter
(c) Ctrl+Shift+Enter (d) Ctrl+hyphen
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6. ATTHIAFE TFAS A BT I & I8 3T Fofdd & e ........ ?ma&
gelfar g

(a) g7 (Formula) (b) €= (Cancel)
(c) gar (Address) (d) &=t (Enter)

6. The symbol displayed on the left side of the formula bar in
Microsoft Excel represents the ........ button.

(a) Formula (b) Cancel
(c) Address (d) Enter
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7. iR T @ G B 7§ ahaw BT Fea §, P wRi 3k eRART
gIdil &, SeT aigi?

(a) wickers (b) cFwere

(c) Ars= (d) vz (e) 3o & Fig a7e

7. What is a partially completed workbook that contains
formulas and formatting, but not data?

(a) Prototype (b) Template
(c) Model (d) Function (e) None of these
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8. Faiferse e AFAfafed # & Fia-A1 G Tdd g HIA1? \

(a) Average (b) Max
(c) Pmt (d) Sum
(e) Stdev

8. Which of the following functions does not represent a
consolidate option?

(a) Average (b) Max
(c) Pmt (d) Sum
(e)Stdev
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9. v 3rerer i A U Q... . & YA FT GfAd HAT ST FFHar B \
(a) (2ffT aAF). (AT IHEH)
(b) (:ffe &9) = (Wa TwEw)
(c) (afic =), (¥er IwY=)
(d) (2fie sie) | (@ THH)
(e) (2fic %) : (Har THE=H)
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9. A cell in a different sheet can be referenced using.... \

(a) (sheet name). (cell reterence) (b) (sheet name) = (cell
reference)

(c) (sheet name), (cell reference) (d) (sheet name)! (cell
reference)

(e) (sheet name) : (cell reference)
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10. aéefic F1 aRw geie e 3T T 3O T A § 39 m%\
(a) & (b) v«
(c) sr=w (d) @ (e) 515 & Fig e

10. The basic unit of worksheet in which you enter Excel data is
called.....

(a) tab (b) cell
(c) Box (d) Range (e) None of these
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11. sT9gAT F AFAHTT A FAT ! AT T & AT, 97 F:- \
(a) Home (b) Page up
(c) SHIFT + HOME (d) CTRL+Home
(e) CTRL+Page up

11. To move the cursor to the beginning of the document, press -

(a) Home (b) Page up
(c) SHIFT + HOME (d) CTRL + Home
(e) CTRL+Page up
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12.v#d@« & CTRL +9 afder g- \
(a) Fiew 9 (b) Frew
(c) New 9 &1 FAST @RI qrell (d) Fic aFaT W 9 Fell H FAE HIAT
(e) T A +r Buren
12.Pressing CTRL +9 in Excel is-
(a) Prints 9 (b) Prints

(c) Prints 9 followed by spaces (d) Inserting 9 cells at the
current location

(e) Hiding the current row
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13.Wwﬁﬁaﬁ§w\aﬁmﬁ©ﬁmﬁmﬂ;a§mmﬁwﬁrﬂ?aﬂ?\
arer @l & dr RA=fa # fGepre g & & fav Bemeer frar aam &-

(a) "efota aFefic dal & g a3t Y FoaR FIEFT F AT F & AT AT IE
HY dles HLT

(b) ¥« YT Y FEASE FHIAT

(c) sefiia afelic da & A 1T @ JAT A & B 7 T IHF A Fo
FASIT HIAT

(d) = IHIT Y dies FIEAT

(e) =1 & =i ¢
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13. Excel formulas are designed to provide a visual cue to the \
relationships between cells that contain values or cells that
depend on the formula by:

(a) Bolding cell references to match the color coding of the
border around referenced worksheet cells.

(b) Highlighting cell references

(c) Color coding a cell reference in a formula to match the border
around the referenced worksheet cell.

(d) Bolding cell references

(e) none of these
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14.Wﬁ,wwﬂﬁﬁﬁgﬁﬁ@&maﬁamﬁ$meﬁm%

T ¢l
(a) d=g (b) 3e1 W=
() wFereT (d) Hrez (e) ==& & +:§ =

14. In Excel, it is a prerecorded formula that provides shortcuts
to complex calculations.

(a) Value (b) Data Series
(c) Function (d) Field (e) None of these
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15. & tdd q@efiic &1 A7 dJgdad & fao- \
(@) CTRL # # 9%3 gv ahefic &0 W Fas a1 3R v 731 a3 ey
(b) &3 AS 32T & BB Heg § T -
(c) 3% 9% # ¥F FIA AT GBA A7 F 3(d 7 (7) ¥ &3
(d) CTRL + SHIFT # 3k =g a7 &) 99 &%
(e) aFafic ¢ W s9a fFas FT 3 TF AT ATH TRT Y
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15. To rename an Excel worksheet- \

(a) Click on the worksheet tab while holding the CTRL key and
type a new name.

(b) Choose Save AS option from the File menu-

(c) While saving the work book, add (?) at the end of the file
name.

(d) Press CTRL + SHIFT key and New Name.

(e) Double click on the worksheet tab and type a new name
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16.Waﬁaﬁw€ﬂ3ﬁtv€&maﬁgﬁanmﬁmﬂﬁﬁﬁ:m\
T e & 3T H T T W &, FAT FIAT grem?

(a) g =g $=R F1 39AEr (b)) Faw [ FRR F1 39T

(c) wisr Yo7 PR FT 3TANT (d) Hrsr T 3R BT FIaA 3TCAT HT
YT

(e) ef3sw &1 3uAer
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16. What to do if you always see the first row and first column i
an Excel sheet, even when you are scrolling to the end of the

sheet?

(a) Use of Workbook Views feature (b) Use of Switch Windows
feature

(c) Use of Freeze Panes feature (d) Use of Freeze Row and
Freeze Column option

(e) Use of headings



17. & FIAA H SFEC THATT: 5T aE TR gar &7

(a) S=iwEs (b) wse

(c) ¥ex (d) awe (e) 577 & Fig a7
17. How is text usually aligned in a column?

(a) Justified (b) Right

(c) Center (d) Left (e) None of these



(a) 59 & @ SIET G AT FI& §I

(b) fAstsr # Fo & A« REa &

() 31T TsHIeYE YA H IBT A FAT AR @l
(d) ¥« & fier gft w7 & 3 gt o=t 7 R &
(e) o1 & +:15
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18. To copy a cell, when would you hold down the Control key \
and simultaneously drag the cell border?

(a) When more than one cell is to be copied
(b) Only a few cells are visible in Windows
(c) You do not want to refer to absolute reference

(d) The distance between cells should be small and visible in
both windows.

(e) none of these
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19. THFAS &1 TF U A AT ST & Ig A A AT A & fAT........... QQ\\

9 I
(a) O 39 (b) ¥ =3
(c)a= (d) = (e) &1 ¥ F:15 e

19. To move the insertion point to the first cell in a row in Excel,
press the ......... key.

(a) Page up (b) Page down
(c) Home (d) Tab
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Zo.umﬁwﬁamﬁm,m,maﬁtmﬁmmwx
ST BFAA ATFAT BT 8-

(a) wie VEEL:
(c) 3maxaH (d) Fegae (e) MIN

20. This feature of Excel includes the function of calculating
average, minimum, maximum and sum-

(a) Format (b) Number
(c) Autosum (d) Calculate (e) MIN
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21. 9% 3G #T 98 U< § 8 AT vadd 7 IC FEAT T8 6- \

(a) 3isatee (b) As%

(c) 3er A1 (d) w1 (e) 3er W=
21. This is the set of values you want to chart in Excel-
(a) object (b) number

(c) Data Mart (d) Formula (e) Data Series



22.=SUM (B1:B8) fraeT 3erexur §7

(a) T (b) d<r w3H
(c) wrger (d) 3=
(e) 59 & F$ e

22.=SUM(B1:B8) is an example of?

(a) Function (b) Cell address
(c) Formula (d) Value

(e) none of these
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23, eereeeeans mﬁﬁamméaﬁemaﬁtﬁﬁﬁ"ﬁmm%'\

(a) .exc (b) .ini

(c) .com (d) .zip (e) win

23. e file format is used in data compression and archiving.
(a) .exc (b) .ini

(c) .com (d) .zip (e) win



(a) ur$ (b) ¥Hex
() aR (d) seif=

(e) 37 & #I5 =w

24. The types of charts that can be created in spreadsheet
programs include all except........ charts.

(a) Pie (b) Scatter
(c) bar (d) block (e) none of these
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25.3H YR & IIE FT YIT a9 gISdSe Flel & fav fFAT S1ar § 59 sersu
Tgd TS & AT avAE Rases #Aed dF 9gT @ 82
(a) o3 (b) sw
(c) v (d) XY (e) 55 & FI a6

25. This type of chart is used to highlight when blood pressure is
too high or temperature is reaching worrying values?

(a) pie (b) bar
(c) Area (d) XY

(e) none of these
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Ans \
1-d,2-d,3-d,4-b,5-b,6-d,7-b8-¢,9-d,10-b,11-d,12-¢,13-¢c,14-¢,15-
e16-d,17-d,18-a,19-¢,20-c,21-¢,22-c,23-d,24-d,25-d




