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Question1.Chosethecorrectanswer

1.Inwhichgrouping,theformattingoftextisdoneinWord?

 Tables,ParagraphsandIndexes

 Paragraphs,IndexesandSections

 

 Characters,SectionsandParagraphs

 Indexes,CharactersandTables

 

 Noneofthese

2.Inapplicationsoftware(MSExcel),thereis_________immediatelybelowthetitle

bar. 



 textarea

 scrollbar

 

 standardstoolbar

 menubar

 

 Noneofthese

3.MicrosoftWordisanexampleofa/an

 operatingsystem

 processingdevice

 

 applicationsoftware

 inputdevice

 

 Noneofthese

4.WhatprogrammerisusedinMSWordtocheckthespellings?

 Speller

 Spellcheck

 

 OutlookExpress

 Allofthese

 

 Noneofthese

5.Excelusesanothernamefordatabase.Itiscalledas



 Listing

 Organizer

 

 Sequencer

 List

 

 Noneofthese

6.WhichofthefollowingisnotavaliddatatypeinExcel?

 Number

 Label

 

 Character

 Data/Time

 

 Noneofthese

7.Thecomparisonoperatorsused1Exceltocomputecriteriaare

 ≤,≥,=

 Only=

 

 Only=,>and<

 Only≥and≤

 

 Noneofthese



8.InExcel,eachsheetinaworkbookisdisplayedas

 Tab

 DownPointingArrow

 

 FloatingPointArrow

 Marker

 

 Noneofthese

9.WhichareainanExcelwindowallowsenteringvaluesandformulae?

 StandardToolbar

 MenuBar

 

 TitleBar

 FormulaBar

 

 Noneofthese

10.ThefileresponsibleforstartingMSExcelis

 MS.EXCE

 MS.EXE

 

 EXCELEXE

 EXCELCOM

 



 Noneofthese

11.ThemaximumzoompercentageinMSPowerpointis

 100%

 200%

 

 400%

 500%

 

 Noneofthese

12.AnExcelworkbookisacollectionof

 charts

 workbooks

 

 worksheets

 worksheets&charts

 

 Noneofthese

Workspace

13.WhichofthefollowingcompaniesdevelopedMSOffice2007?

 Novel

 Corel

 

 Lotus



 Microsoft

 

 Noneofthese

14.Thereareatotalof_________actionbuttonsinPowerpoint.

 12

 15

 

 16

 18

 

 Noneofthese

15.TheformulaeinExcelaremadeupof

 arithmeticaloperatorsandfunctions

 onlyfunctions

 

 onlyarithmeticoperators

 onlysymbols

 

 Noneofthese



16.Whatwordisusedtodescribetheactofcorrectingsomething?

 Erase

 Correcting

 

 Edit

 Whiteout

 

 Noneofthese

17.Whichofthefollowingisnotapartofastandardofficesuit?

 FileManager

 Imageeditor

 

 Database

 WordProcessor

 

 Noneofthese

18.Whichsignisusedtospecifyacellrange?

 :(colon)

 /(slash)

 

 *(asterisk)



 _(hyphen)

 

 Noneofthese

19.Whichoneistheexampleofspreadsheetpackage?

 Vesicalc

 Unify

 

 Ada

 Snowball

 

 Noneofthese

20.Datacanbearrangedinaworksheetinaneasytounderstandmannerusing

 autoformatting

 applyingstyles

 

 changingfonts

 allofthese

 

 Noneofthese

21.Excelcandisplayupto__________fieldsofadataform.



 16

 32

 

 64

 128

 

 Noneofthese

22.Usingthechartwizard,wecanquicklyandeasilyturnour

 dataintochartsandvice-versa

 chartsintocharts

 

 dataintocharts

 chartsintomostadvancedcharts

 

 Noneofthese

23.InordertotellExcelthatweareenteringaformulaincellwemustbeginthewith

anoperatorsuchas

 $

 @

 

 Equal

 #

 



 Noneofthese

24.Whenwecreateachartonaseparatesheetinthesameworkbookitiscalleda

 Viewchart

 Viewsheet

 

 Embeddedchart

 Chartsheet

 

 Noneofthese

25._________________isaprocessofsummarisingdatafrommorethan

 DataValidation

 DataConsolidation

 

 DataForm

 DataFilter

 

 Noneofthese

26.Allofthefollowingtermsareassociatedwithspreadsheetsoftwareexcept

 worksheet



 ceel

 

 formula

 virusdetection

 

 Noneofthese

27.Whencreatingaword-processeddocument,thisstepinvolvestheuser

changinghowwordsonthepageappear,bothonthescreenandinprintedform.

 Editingtext

 Insertingtablesandindexes

 

 Formattingtext

 Proofingdocuments

 

 Noneofthese

28.Whatisthenamegiveninordertomaintaintheresultsofformulatypedinexcel

sheet?

 Functionnames

 Maintenancenames

 

 Controlnames

 Formulanames

 

 Noneofthese



29.ThisisnotafunctioncategoryinExcel___________

 Logical

 DataSeries

 

 Financial

 Text

 

 Noneofthese

30.Inexcel,thisisapre-recordedformulathatprovidesashortcutforcomplex

calculations_______________

 Value

 DataSeries

 

 Function

 Field

 

 Noneofthese

31.InWord,replaceoptionisaavailableon____________

 FileMenu

 ViewMenu



 

 EditMenu

 FormatMenu

 

 Noneofthese

32.InWord,youcanchangePageMarginsby_______

 Draggingthescrollboxonthescrollbars.

 DeletingthemarginboundariesontheRuler.

 

 DraggingthemarginboundariesontheRuler.

 ClickingtherightmousebuttonontheRuler.

 

 Noneofthese

33.Awordgetsselectedbyclickingittoselectaword,inWord____________

 once

 twice

 

 threetimes

 fourtimes

 

 Noneofthese



34.Thisdialogboxspecifiesormodifiestheworksheetcellrangecontainingdatato

becharted______________

 ChartLocation

 ChartStyle

 

 ChartOptions

 ChartSourceData

 

 Noneofthese

35.Inword,youcanuseStylesto_____________

 makecopiesofdocuments.

 savechangestodocuments.

 

 deletetextindocuments.

 formatyourdocuments.

 

 Noneofthese

36.Whenachartisplacedonthis,itismuchlargerandthereisnootherdataonit

__________

 Chartsheet

 Exclusivesheet

 



 Primarysheet

 Referencesheet

 

 Noneofthese

37.MicrosoftOfficedoesnotinclude_______

 Android

 Excel

 

 Powerpoint

 Word

 

 Noneofthese

38.ThebackgroundofanyWorddocument___

 isalwayswhitecolor

 isthecoloryoupresetundertheOptionsmenu

 

 isalwaysthesamefortheentiredocument

 canhaveanycoloryouchoose

 

 Noneofthese

39.____________isnotavailableontheRulerofMSWordscreen



 CentreIndent

 RightIndent

 

 LeftIndent

 Tabstopbox

 

 Noneofthese

40.ThefeatureofWordthatautomaticallyadjuststheamountofspacebetween

certaincombinationofcharacterssothatanentirewordlooksmoreevenlyspaced

istermedas______

 Spacing

 Kerning

 

 Positioning

 Scaling

 

 Justifying

Q2.QuestionNo2isfromHTLM

BoldtheCorrectAnswerinthisQuestion



HTMLstandsfor?

A.HyperTextMarkupLanguage

B.HighTextMarkupLanguage

C.HyperTabularMarkupLanguage

D.Noneofthese

whichofthefollowingtagisusedtomarkabeginningofparagraph?

A.<TD>

B.<br>

C.<P>

D.<TR>

Fromwhichtagdescriptiveliststarts?

A.<LL>

B.<DD>

C.<DL>

D.<DS>

CorrectHTMLtagforthelargestheadingis

A.<head>

B.<h6>

C.<heading>

D.<h1>

Theattributeof<form>tag

A.Method

B.Action

C.Both(a)&(b)

D.Noneofthese



HTMLisasubsetof

A.SGMT

B.SGML

C.SGMD

D.Noneofthese

Whichofthefollowingisacontainer

A.<SELECT>

B.<BODY>

C.<INPUT>

D.Both(a)and(b)

Theattribute,whichdefinetherelationshipbetweencurrentdocumentandHREF'edURLis

A.REL

B.URL

C.REV

D.allofthese

<DT>tagisdesignedtofitasinglelineofourwebpagebut<DD>tagwillaccepta

Whichofthefollowingisacontainer

A.lineoftext

B.full
paragraph

C.Word

D.Request

Fromwhichtagthedescriptiveliststarts?

A.<LL>

B.<DD>

C.<DL>



D.<DS>

 

ThetagwhichallowsyoutorestotherHTMLtagswithinthedescriptionis

A.<TH>

B.<TD>

C.<TR>

D.<CAPTION>


