COMPUTER COMPETITIVE CHAPTER 12 - TEST 3 -
MICROSOFT OFFICE

Minimum Passing Marks = 45

STUDENT NAME *

VIVA

1. Which menu is selected for printing?  * 1 point

g & fo o9 w1 9 Ridge foar Srar g

2 The name that a user assigns to a document is called... * 1 point

TRITeRATY Gl Ol b1 off A1 &l § 39 Hed &

® ®rEAH
DI
Rors

SIcl

T A BIE T



3 Which menu is selected to cut, copy, and paste?

e, 1), 3R Uk B & forg i 1 B Rydiae v Sfra %

LIE

(oS3}

N

T
ORYEH
STHA IS ol

4 A collection of related files is called... *
eI Bradl & iRl BI Bl ordl &
PG
Bise
OREIEER]
RIS
STHABE T

5 Modifying an existing document is referred to as document editing. *

faemm STRqHe &1 uRafdd B STRHE & Hedrdl &

fopafc

@ ufsfen
BISikgEL
T A BIE Tl

1 point

1 point

1 point



6 In which grouping do you work while formatting text in Word? * 1 point

FSTH I I BIH T HRd T forg it o 1o fopam ot §

@ T, R 3R TS
RIAUTH , o d 3R YIS~
PRI, YR 3R URTATRIRT
g, BT 3 3R Tde

7. What displays the contents of the active cell in Excel? * 1 point
TR H Ufded Ta & Hecd Dl DI [T BT g

R IGRED

RIS
® wHSR

TG

T A DIS TSI

8 To save an existing file with a new name or at a new location, you should use a command. * 1 point

T 9 Ifed a1 78 Th e IR [ [AyH BId &l Td B & [old 3MUDH! HHIS BT YA HRAT
ElIRY

Jqd
g UUs N g
@® W

LR
TP T



9 Which of the following can be used to select the entire document? * 1 point
T gTeg He fydde s & fore Aafefad & s vgad fasan Sirar asar
® CTRL+A

ALT+F5

SHIFT+A

CTRL+K

CTRL+H

10. In a Microsoft Office Excel document, each cell is referred to by its cell address, which is... * 1 point
ISP AU 3Hifthd TaUd SIRHC H 3 TS dd 30 9d Tgd 3 RWR a1 Srdr g, ... 5

el BT BT AT

Il BT Bl R ghite od T4

EREIRCCK]
@ TAFT IR BIaH a9

T8 9 IS el

11. Which option is correct for creating a chart in MS Excel? * 1 point

TH TY TR & § 91 991 & ol 1=-91 fadheus I8t & |

® SHEF>TH
o> 1



12. Which option is correct regarding cells in a Microsoft Office Excel document? * 1 point

ARHNITE by TR & ST Hic H Jd & e H-91 fdwedd 981 & |

DITH BT TH

NEIEIE]

UEd I R Hre &1 A
@ ugd BiaH R A BT AH

13. With the help of which command can we save a document? * 1 point

5T HHTS Bt TBTIaT I 8 fHut GRS Bl ST Jhd g |

@ ctrl+s

Ctrl+X
Ctrl=A
Ctrl +F

T A BIE Tl

14. Which of the following packages is most commonly found as a database on Windows-based * 1 point
personal computers?

IS STuRtd Tid gfe oI IR iyt food & § S1H-91 Gdhol STeray & U H $1fd & U Srdm 8

@ THTETHRd
CERSIN
ey
EER
TTHADIE




15. What is a group of stored files on a computer called? * 1 point

FHYSeR § Ifd WISal & T B R BT AT & |

far 7%
ESSC
Sl
@® smREd
T A DI 6T

16. What is the list of data files in a database called? * 1 point
fopaft STeTe & 1T WIsal &1 It B I BT Sal g |

STl SR
@ serfsaTi

Ugq diel

17. In word processing, what is the process of moving text from one location to another withina * 1 point
document called?

e, T & Slagadic & iR Caedl &I Ue RIM I G RITYT R A S B T Had § ?

foera aird

RERCIRER
® Fewie

Slach U



18. What is MS Excel? * 1 point
M.S Tl T 32

IS TR menid TR Uhet
@ 1w snumia Vs e Tde

S WR TR B S2fie Udhe

S TR SATRT TR Udhel

A DS QI

19. How is data organized in a spreadsheet? * 1 point

Tedie § ger HY SHiifEs grarg 2

A TUSHh TR
Y UUSE Wi
gI3e Uug fagy

@ I TUSS B
T A DI 6T

20. An Excel workbook is a collection of— * 1 point

TR Thgh TIE ¢-
EI
EEEE
OERIE
13U 3 g1
T A DIS TG



21. When creating a word processor document, at this stage, the user modifies the words * 1 point
appearing on the page—both on the screen and in printed form.

TS YIRS SIHJHT fhUe R THY, 39 TR0 H goR b1 3R s B gFi 8 U9 IR fawd aed
I FRAT B

@ usfeniacTe!

it STeii<as
BT Cae ¢

ZAGfEAT T 3R SSRRY

T A BIE Tl

22. What is software used to create text-based documents called? * 1 point

DBMS

SR ST
® EIRwW

23. Which program is used to correct spelling in MS Word? * 1 point

M.S Word & ThfeiiT &1 T8l 3= & fore forg Uiomd &1 SuanT giar 82

BEE

@ WdAs
HITYD LTI
I quft
$TH Y IS el



24. In a spreadsheet program, worksheets and documents are related. * 1 point

e i ......... ey ganriie 3R STEgdHC B § |

® TP

(%2

DITH

WTHT
ST I IS a1

25. To create a document, you use the ........... command on the menu. * 1 point

STegHC fhdc - & T MU AT R ......... HAE HT TN HRA G |

3o
ESIS]
® =
Ll
TTHADIE Te!

26.Byusing ............. ,you can launch MS-Word.  * 1 point
............. & TRANT I 31T MS-Word 3RY $HR Favd g ?

@ wid

Herd U

~

T A IS 6T



27. What are file extensions used for? *

BhIsdl Ua <M fhafet SaaHa gld § 2

HISd P 1 37 & ferg

TS P STESfethTs ¥ o forg

I8 Y8 B & forg Brsdt T H TH = 81 o
@ s TRy B $MESRHE HA & fry

378 9 IS el

28. What is the default file extension for all Word documents? *
IR T8 STRAHCE HI [ShTee] BIsd TaicIH a1 § ?

TXT

WRD

FIL

@® DoC
THIBR TeT

29. Text in a column is usually aligned to the........... *

et Bl § CRES UR-........... 3[ATE (Align) B € |

® J®
NES
SRR
SRS
T A DS TR

1 point

1 point

1 point



30. Which option in Excel can be used to create charts? *

T @ ¥ ford fasreq & TanT ¥ 31 a1 o Wehdl § 2

@ T fars
fige ¢oa
BIEEI
IR AE
T A DI 6T

31. By default, a document printsin ........ mode. *

T T STageie ... Mis A e g g |
dewpy

@ uie
U e s
fife g 31 g 7t

32. What type of files can be created using word processing programs? *

IS TR URmAT O f5Y YR &1 tTsd 9418 o Iba g ?

1 point

1 point

1 point



33. What is the name given to a document by the user called? *

TG STRjede &1 Sl ATH <dl § 39 FTd Hd & ?

@® wEaH

34. What needs to be done to save the current document with a different name? *

HIS[al ST B &I fig 10 & Ud AT 81 dl T BT G 2

STRIHE B Ui A esu Y SR i 91 ¢
@ 9 U HHS BT TG HY
Td STaguHe ! 3 AIheH IR H1h g U 63 3R i I B
STRIDHC 1 Fa TP TR DI B & 7T SIS eIt R 1 T Y 3R bR 38 T 3
T8 9 IS el

35. When you need to bring a piece of text onto a page, the best method is.......... *

S 3! Dl UTS (Text) Th I8 WR & AMT 81, Id T 3BT aRIPT G..........

ST 3R S B

@ T ARTTI B
foefie SR A erzu
BTES SR Rwud a1
$TH Y IS el

1 point

1 point

1 point



36. Saving is the process of ........... *

TG ... B UfpATR |

@ THR A WIeeS HIHHHA T T a9l HIUT BT

cXdftasl ot ada TG & Sgarg dmFT
ol Ued & YA ¥ UI3/Ca € Pl Gof didh GxNaol [adbferd BT
STHA DS Aol

37.In a directory, a directory is referredtoas a ............ *

fYaeu A fgvaeat &l ... HETAT g |

ot STgaeTd
SR SRR
aré srevee §
(OBSEEIESE=ER
T A BIE Tl

38. Upon selecting the Zoom command... *

IH R/HAS T fBI T ...

31T &R (@) & AT BT BTt |IeAdl &
TR cfias & AR & Seara o 8

@ YA axias &1 i 9 FXAT 5
ERERCIER |

1 point

1 point

1 point



39. If a previously saved file is edited... * 1 point

gfe uge U fHar T wisd Ufge fhar S dd........

@ URT B TR B 5 BIed [ J 4 BT o §
URad 31U 3T Brgel H ¥ b S

TP U T STATST TS 81 ofF UR &1 BIsd 9d BT ghft

ST ATH FSd-T g1

40.The software used to create a budget is called .......... * 1 point

goic Giord fobd ST 8 ST fobd STl HIUCaqR B .......... BT |

o TR S
ifteep witedTR
TR SR
® Sreste direiR
79 Y T8 T8l

41. The numbers and formulas entered into a cell are called ........... * 1 point

SER]

@ siifee ufafdai/geaRe s
SRR/
CERCIAIR)



42. Microsoft Office is an example of .......... * 1 point

HEDIEUe b TE......... H13aTERUI g |

Filgol- Y YR
3091 Wt
@ s THHIR Hdhe ArredTR

Y X VAL
dlconc Hlnc dlhcadr

HUBER

43.You use ............. to copy selected text and paste it into a document. * 1 point

MM . 1 W T UI/cace &l Il bR 3R ... G H Ued PR g oIl @ |

(® CTRL+C,CTRL+V
CTRL+C, CTRL+P
CTRL+S, CTRL+S
SHIFT+C, ALT+P

CTRL+D, CTRL+AAA

44. 1t serves as a collection of saved information, acting as a unit. * 1 point
..... gfe & 0 H Yos3 STHTHY BT HadeR gidl g |

@ WISy

WIRd

1y
PAENRCRETRE]
STH Y DIS Aol



45. The basic unit of a worksheet where you enter data or apply content in Excel. * 1 point

gehefte &1 9 gfe forw 3ma tatizy # STel Uer a1 dhed & UWTds fohdT ST & |

[C|
@ Jd

46. ...is a special visual and audio effect that is applied to text or content in PowerPoint. * 1 point

..... TS ORIV fagsrd iR Sfifsaud) Sthder § S UTaRUTSe & cacars a1 dhec & TS (ohdl Sidl g |

©

47. xlIsx is the extension for Excel spreadsheets. * 1 point

TRIHY BRI HTTae1 3 T §



48. The point in a spreadsheet where a column and a row intersectis called a ...... *

TTsite # f59 Ulse W hlaH IR A SRAC P d 8 3 ... Hed @ |

Clorox
HER
BOX
Grid

@ Ccell

49. The ..... of a worksheet appear vertically and are identified by letters at the top of the
worksheet window.

ghefic & ... afiéhd TR Bid & 3R aohiie fasl & S 31eRi gRT SEeSehE el g |

“

50. What is the keyboard shortcut to center selected text in Word? *

IS H goR gRT Y0deRs CRe & YT & il Acdhe &l 71 §

CTRL+A
CTRL+B
CTRL+C
CTRL+D

(® CTRL+E
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