COMPUTER COMPETITIVE CHAPTER 12 - TEST 4 -
MICROSOFT OFFICE

STUDENT NAME *

VIVA

1.What is Microsoft Office? * 1 point
ATSHIATYE JHTThH FIT 32

0 3) Udh HTRFET Riew
@® o) U Tkiicb HIGdR Y

0 ) U SIS f$argy

0 ) Teb TIITTEAT 1T

2.What is MS Word primarily used for? * 1 point
MS Word &1 IUaRT =1 w4 & farg fore far wirar 82

0 31 Wi g1 & forg
0 &) USfexH 1 & forg

® o9 SlRgHc T 3IR Turfed 3 & forg
0 ) ST §1 & forg



3. What is MS Excel primarily used for? * 1 point

MS Excel ®T STTNT Y31 =0 A 54 fore fomam wirar 82

0 3) STRGHE T & forg
0 &) UofexH 1 & forg
0 ) ST9Y §91 & forg
@ o73) Srsie §H 3R et fawayo & forg

4. What is MS PowerPoint used for? * 1 point

MS PowerPoint T SUTNT fy fere forar Sirar 22

@ o &) S Ao 3 o
0 §) UolexH 1 & forg
0 ¥) 98 U §1H & forg
0 ) TTUMHT 3 & forg

5.What is MS Access used for? * 1 point

MS Access BT 3UaNT fory forg fvar wirar 82

0 3f) Texfie 91 & forw
0 &) UsiexH M & forw

® o) TR S IR TR B B Rig
0 T) I3 YR & farw



6. Which option is not found in the 'File' menu in MS Word? *

MS Word ® WIS (File) A=g & 1 AT fadeq ) gl 82

0 31) G (New)

0 §) 31U (Open)

o 1) fiic (Print)
@® o3 3 (Sort)

7.What is the shortcut key to make text bold in MS Word? *

MS Word H TRE B! Jics B B T¢dHe Ppoil T 32

o 3) Ctrl + |
@ od)Ctrl +B
o¥) Ctrl +U

0q) Ctrl+S

8. What is the shortcut key to italicize text in MS Word?  *

MS Word H ¢aRE B 3cIo1d B 1 WTdde Poil T 32

@® o3 Ctrl+|

od)Ctrl +B
o) Ctrl + U

0<q)Ctrl+V

1 point

1 point

1 point



9.What is the shortcut key to underline text in MS Word? * 1 point
MS Word # ¢RE &1 3SIATST B4 B WTddhe Poil T 32

o 3) Ctrl + |

od)Ctrl +B
@ od) Ctrl+U

0q) Ctrl+Z

10. What is used to represent a cell in MS Excel? * 1 point
MS Excel # U® T (Cell) ) =M1 & fore feaet suant farar sirar 82
0 3f) [ R (Row number)
0 §) BIAH Tex (Column letter)
@ o) HieH e 3R U AR BT HUIGH (S A1)
0 T) Tsie I

11. What is the use of the SUM() function in MS Excel? * 1 point
MS Excel § SUM() BaRTH T &1 SUTNT 32

o 3f) 3 fpTe & forg

@® o) AT FebTeH & for
0 ¥) 3IHaH AF Hb1eH o fag
0 @) gAqH A AdbTe o ferg



12. What is the shortcut key to add a new slide in MS PowerPoint? *

MS PowerPoint # T® 73 TATSS SligA P TP Holl 18?2

o 3f) Ctrl +N
@ od) Ctrl + M
od) Ctrl +S

0<q) Ctrl+P

13.What is the shortcut key to start a slide show in MS PowerPoint? *

MS PowerPoint # T3S XM Y= B3 B RTdHe Hoit T 32

0 3) F1
@® od)F5
o¥) F7

0<q) F12

14. What is the shortcut key for the 'Undo’ operation in MS Office? *
MS Office H 'Undo’ 3ITURRIF Bt RITcdhe olt T 872
o 3) Ctrl + X
o) Ctrl +C
od) Ctrl+V

@® o7T)cCtrl+Z

1 point

1 point

1 point



15.What is the shortcut key for the 'Redo’ operation in MS Office? *

MS Office H 'Redo’ 3ITIRRF P T PHe Holt 7T 82

@ o 3) Ctrl +Y

od)Ctrl+2Z
od) Ctrl +S

0<q) Ctrl+P

16. What is the shortcut key to save a file in MS Office? *

MS Office § f<l BTsa &1 Ad HA P ATEPHe Holt T 3?

o 3) Ctrl + X
od)Ctrl+C
@® oW cCtrl+S

0<q) Ctrl+V

17. What is the shortcut key for the 'Print' command in MS Office? *
MS Office § 'fii’ (Print) FHIS FI RTcHe Poil T 8?2
@ o 3) Ctrl +P
o) Ctrl + 0
od) Ctrl+N

Q) Ctrl+F

1 point

1 point

1 point



18. What is the shortcut key to open the 'Find and Replace' dialog box in MS Word?
MS Word ® 5138 TS YW@ (Find and Replace) STIANT diT W $1 e Hoil T 8?2
o 3f) Ctrl +F
od) Ctrl+H
0 ) 3 R T gt
@ 0q) Ctrl+G

19. Which function is used to enter the current date in MS Excel? *
MS Excel & gaa1 faf¥ g6l #1 & e f5a wamE &1 SuaiT far sirar 82
o 3f) =DATE()
® o7d)=TODAY()
0 ) =NOW()

0 &) =CURRENTDATE()

20. What is the use of the 'Slide Master' in MS PowerPoint? *
MS PowerPoint H T3S HIREY' (Slide Master) &1 &1 SUURT 872

® o 30) USICTH B! Gl WSS o (e Teh G FSoiTg arL AT
0 §) $hdd U WS P Julad Bl

0 ) WS T Y& HAT
0 ) WZS ¥ TR SreT

*

1 point

1 point

1 point



21. Which component of MS Office functions as an email client? * 1 point

MS Office BT B AT HUIHC SHA FATSC P U § BT Bl 82

o 3f) MS Word
o ) MS Excel
@ o ¥) MS Outlook

0 &) MS Access

22. Which function key is used to check spelling and grammar in MS Word? * 1 point

MS Word & TR SR ITHR ot o9 & e fore == it 1 Sy favan oimar 82

o 3{) F3
o0d)F5
@® o9 F7

0<q) F12

23.Which function is used to arrange data in ascending or descending order in MS Excel? * 1 point

MS Excel # ST P 3RIg! 9T a3 Ig! A H SqaRUT H31 & fore frd e &1 Iuai fan
ST 82

o 3) fthecR (Filter)
@ oa)“él\f?f(Sort)

0 ) TR (Average)

0 &) IH (Sum)



24 .What is a 'Transition' in MS PowerPoint? * 1 point
MS PowerPoint H 'ITSTRIFT' (Transition) &I 8?7

0 3f) WSS W TR BT THURH

@ o7) TP W3S I gH WSS W S &I G YHIG

o ) U W3S HT ygYH fEemea
0 T) WES H Tdh 3HW

25. Which object is used to store data in MS Access? * 1 point

MS Access A 22T ®I R B & fore fhra sifssiae &1 IUANT foar wirar 82

0 3f) BiH (Forms)

o §) RUI¢ (Reports)

o ¥) &1 (Queries)
(® o7<) S (Tables)

26. What are 'Margins' in MS Word? * 1 point
MS Word ® H1fSi (Margins) T Eﬁﬁ %'?
@ o %) o3 <, e, a1 iR amt Rt & e g
0 §) CRE BT HTHR
0 ) TRE BT

0 Q) TR BT UHR



27.Which symbol is used to start a function in MS Excel? * 1 point

MS Excel ¥ f5it aR @1 I &3 & Ugd (o5 Ui &1 Iuah fosan wirar 82

o 3) #

28.What is 'Animation’ in MS PowerPoint? * 1 point
MS PowerPoint § "THIHAR (Animation) IT 82

0 3) TES P YA fEwme
@ o07) WIES W RS T 3fsoiae i 1l &1
0 J) T WZS ¥ GIRI WS WR M P UHEG

0 G) WSS &I J=AT

29. What is the full form of 'CC' in MS Outlook? * 1 point
MS Outlook # Y (CC) &1 Ul =0 &1 32
@ o 3{) Carbon Copy
o d) Courtesy Copy
oY) Client Copy

0 &) Command Copy



30.Where do the 'Header' and 'Footer' appear in MS Word? * 1 point

MS Word # gs¥ (Header) 3R "X (Footer) ﬁfﬁ@ﬂg eae?

0 31) Had Ugell sl |

@® 09) U9 & M 3R Faed 4T R
o ) Had g H
0 Q) TTH A IS el

31. MS Excel § '3(TaIfWer (AutoFill) a=I= T 3T IUYNT 82 * 1 point
MS Excel H '3TIfWer (AutoFill) a=I- BT 3T IUYNT 872

0 3f) 3T Bl AY3Me FU Y ol bR & T
@ o07) Uc & SMUR W ST P! WATd ¥ WRA & g

0 ) PHad JBATL &6l B b fo

0 %) ST P! FEefie B g

32. Which view would you use to print a presentation in MS PowerPoint? * 1 point

MS PowerPoint H Ui ¢=M &1 fifle #v & feorg, smu frg  (View) T SUINT HI3?

o 3f) FiHd & (Normal View)

0 §) WZS Wicx I (Slide Sorter View)
® o ) FIcH U G (Notes Page View)

o ) &G (Reading View)



33. What is the purpose of a 'Form'in MS Access? * 1 point

MS Access H BT’ (Form) T T SE¥T 87

0 3{) ¢TI HIRYT BT
@® o ¥) ITNTHA S & HHH F STl &of bR 3R G@ & forg
0 ) 3¢ & [aAW0T HRAT

o g) Rar s=m

34. Where is the 'Font' group found in MS Word? * 1 point
MS Word H ie’ (Font) THg Hg! UTdl SITdl 87

0 3) ERI AL (Insert Tab)
@ 079d) ALK (Home Tab)
o ¥) U 3f3e o (Page Layout Tab)

0Q) 6?1%3 (View Tab)

35. What does it mean to merge a cell in MS Excel? * 1 point

MS Excel # f&dt S &1 Tt (Merge) P BT T 3 82

0 3f) &I Tl BT ST BT

@ o) AU 3P ol B TP To! I H SISl
0 ) Tl BT BT BT
0 ) Il P! fSelie HAT



36. What is a 'Placeholder’ in MS PowerPoint? * 1 point
MS PowerPoint H W@TgIteY (Placeholder) <1 2?

0 31) Udh SHl
@ o) WIS R RS, THS TT 37 Hsolae b ol R

0 ) U IR JuTd

0 ) TIZS BT M

37. What is a 'Template' in MS Office? * 1 point
MS Office H eF@ic" (Template) T 82

0 3) U @Tell SlagHe
@® o) e gd-fews fovan T SiagHce o U URFYS fig & w0 o SuanT far s §
o ¥) U TS B13a

0 ) T T1 HISd UHR

38. What is the difference between 'Copy' and 'Cut' in MS Word? * 1 point
MS Word § '®IUT' (Copy) 3R '®e’ (Cut) H &IT 3iaR 8?2
0 3f) HIUI TR P! §eTdl ©, e el gerdl|
® o) B e doRe B 7@ B, T EOA B
o ) S g |
0 ) HIdt FHad gH & fu 5|



39. What is the use of 'Freeze Panes' in MS Excel? * 1 point

MS Excel § I U (Freeze Panes) T HT ST 82

0 3f) gHIte B FTHMT

@ o) ghiic & fARIY A T BleH DI Thic HRd THI TIYHT G
0 ) Td P Alh BT

0 T) Scl & f&arr

40. What is a 'Theme' in MS PowerPoint? * 1 point
MS PowerPoint & "fif' (Theme) &1 8?2

0 3) Had hic HT WG
® o) T gd-Fyiid faome de ford wie, &1 ok vuta Wid g &

0 ) Had U WSS HI A3

0 T) T3S M &I e

41. What is the full form of 'BCC' in MS Outlook? * 1 point
MS Outlook ¥ SIfi¥Y' (BcC) &1 qul ©= 0 1 82
@ o 3) Blind Carbon Copy

o d) Basic Carbon Copy

o ¥) Best Carbon Copy

0 &) Business Carbon Copy



42 .Which option is not available in the 'Insert' tab in MS Word? *
MS Word ® §HT (Insert) 39 H 1 A1 fasdeq Hiv[g 781 872

0 3) ¥ (Tables)

0d) fﬁﬁilﬁ(Pictures)

o T) YA (Shapes)

@ 0 @) ®IaH (Columns)

43.What are 'Charts' used for in MS Excel? *
MS Excel H AT (Charts) &1 SUANT foy for fasa Sirar g2

o 3f) Se1 P et B ST 35 g

@ o) 2eTH Aftee T g B g
0 ¥) e w3 Rorg
0 %) FIT 2 oS F BRI

44. What are 'Handouts' in MS PowerPoint? *
MS PowerPoint # '8S3T3¢H (Handouts) FIT §ld 82

0 31) WSSy &1 fefoied xprur

@ o) INlewE Bt s vl R e O9 R 33 w@ES g €
0 9) e & Aic™
0 ) UcicRE F1 aifsar

1 point

1 point

1 point



45.What is the use of a '‘Query' in MS Access? * 1 point

MS Access H &RI' (Query) &1 3T ITTANT 87

0 37) T H 7T ST of AT

@® od) Scey U ARk BRI &1 gIufd iR Theey 3
0 ) SeTed @ f&dlie HxT
0 T) STy &I fife &

46.How many types of 'Page Orientation’ are there in MS Office? * 1 point

MS Office # UST 3T (Page Orientation) & fpaq UPR Bld 32

031
@ 0d)2

o¥)3

0q)4

47. Where do 'Speaker Notes' appear in MS PowerPoint? * 1 point
Where do 'Speaker Notes' appear in MS PowerPoint?

0 3) ST P HY3(e T J S

® o) T3 3T e P ARIR, AT R TR AT
0 ) HId Bt TUFTE HIAT
0 @) ST I U



48.Where do 'Speaker Notes' appear in MS PowerPoint? *

MS PowerPoint i Tt A1 (Speaker Notes) F&T f¢@Ts &d 87
0 3) USICRM & SR GRih! B
® o) Dad Wi & oY, Wigs &

o) WS H A H
0 Q) USlexM & 3fd

49.What is the ‘'Clipboard' in MS Office? *
MS Office H fTa&TUaYS' (Clipboard) 4T 8?2

0 1) T §TS $15d
® o) R UTTH b oY U ST HSRUT &3 o I 71 e fobar T 3

0 H) TP T SlagHT
0q) T fliex

50.Where is the 'Word Count' feature found in MS Word? *
MS Word # g8 ®Tdc (Word Count) WIRIR S8l UTdT SITdT 82
o 3) LK (Home Tab)
0 §) 3T d (Insert Tab)

@ o ¥) ﬂaﬁa (Review Tab)
0Q) aij\%_d (View Tab)

This content is neither created nor endorsed by Google.

Google Forms

1 point

1 point

1 point
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