ITI Computer Operator and Programming Assistant (Java) 1st
Year Module 6 Spread Sheet Application

(1). Which one of the following is a ‘Date and Time’ function in Excel? | ﬁ;rl%r@aﬁ@raﬁq

T Excel A {1 3R Iy w191 872

(A) FIND()
(8) MoOD()
(C) Now()
(D) MID()

Correct Answer : C

(2). Which one of the following will starts with “=” sign in Excel 2010? | FHfIf@aT & A ®A
T Excel 2010 § =" farg & ATY = g2

(A) Data | 1|
(B) Text | ¢RT
(C) Numbers | HaR

(D) Formulas | A

Correct Answer : D

(3). Imagine that you have a spreadsheet to print and you want all columns to fit on one
pages to be printed as necessary for all rows to be displayed. Which method is the best? |

HET P b MU U fiie Fe- & fore uep Wrsziie 7 3 3y ared € i aft siew
wﬁgﬁ%m&wwﬁwwwmﬂﬁmmﬁlaﬁqwﬁwm
AT 8?

(A) Manually scale the job until it fits the required page width | BTd B 99 dP A3
Y Y WA B ol a9 98 ATIAP Ug ASTs | fibe = gl =Y



(B) In print preview, set the scaling to "Fit Sheet on one page” | ﬁfﬁqﬁ, Th el &1 "Jb
U9 WX fibe 2fie” W de &

(C) On the page Layout Tab, set width to 1 page | U 3¢ 8F R, ?ﬁ?ﬂgﬁ 1T IR EC
B

(D) On the Insert tab, set Header & Footer | ET\‘I'(.;%HT\", %?R' sﬁvwﬁﬁzﬁ

Correct Answer : C

(4). What is the maximum limit of rows in MS Excel 2010? | MS Excel 2010 A tfeaal &1

St T T 82
(A) 1084567
(B) 1048567
(C) 1048576
(D) 1084576

Correct Answer : C

(5). The type of chart that displays the data, that changes over a period of time and compares
various items .| TS FTUPR S ST UeRid a1 8, St IHT & Iy Ieadr @
3R fafa sgerI Pt gaT PRt 8 |

(A) Column Chart | ﬁ?l'l:[?l'l?f
(B) Barchart | IR T

(C) Areachart | QﬁTITT:I'I?f

(D) Doughnut chart | S ard

Correct Answer : A

(6). What ribbon menu displays the Page Setup grouping of commands? | iﬁqmﬁﬁqﬁﬁ

IS F U e s YT o ugRia Hrars?
(A) Insert | ET\‘TLF

(B) Page Layout | USl A3MSC



(C) Review | ﬂﬁ‘l
(D) Home | a'li[

Correct Answer : B

(7). Which would you choose to create a bar diagram? | WWWW%%’Q 3
foraer aaa Here

(A) Format, Chart | WIﬁE, e
(B) Tools, Chart | QFH,?-I'I?E

(C) Insert, Chart | ET\‘RF,?I'IEF
(D) Edit, Chart | BfEe a1

Correct Answer : C

(8). Which tab and in which function group will you find the option to insert a Pivot Table? |

fora 2 3k g hamm qu o Sus! fae Tad sTem &1 fawey firawme
(A) Formula Tab- Data Analysis Group | BTHAT ¢§-SeT TATIITT JU

(B) Insert Tab - Tables Group | $-¢ ¢4 - ¢9d YU

(C) Data Group in the Pivot Table Group | fidie ¢a@ qu & SeT U

(D) Data Group In the Tables Group | <& YU ¥ €T YU

Correct Answer : B

(9). What is extension of files created in MS-Excel 2007-2016? | MS-Q‘GI@?[ 2007-2016 'J}IEFI'Ig
TS BTSdl BT T I FI1 32

(A) .XLX

(B) .XLSX

(C) .XLS

(D) .TXT

Correct Answer : B



(10). Which is the excel Analysis tools is best when you want to solve for one variable in a

problem? | 5T 3TY fHf} uTser & vep afvuad & forw Aied &A1 918 & ol S A1
T TR oo 9ad 351 82

(A) Goal Seek | T Hid
(B) Scenario | RN

(C) Trendline | SETSH
(D) Solver | HieaR

Correct Answer : A

(11). When you insert an excel file into a word document the data are? | SId arrtrqaﬁ?r

W15 P 98 SIFTHE B 3-HE HYd § al SeTgiara?

(A) Hyperlinked placed in a word table | BTSURfeic B 98 dge A AT T &
(B) Linked | fiie

(C) Embedded | THSS

(D) Use the word menu bar and toolbars | T8 A TR 3R AR BT SUART B

Correct Answer : B

(12). Which type of chart is not use in MS Excel? | MS Excel A fT PR & A1 BT TN
&Y foma S 82

(A) Bubble | geTqelT
(B) Surface | IWWHY
(C) Circle | Afda

(D) Pie | UT§

Correct Answer : C

(13). CSV Stands for .lcsvapT A g |



(A) Compact Serial Value

(B) Control Space Value

(C) Comma Separated Values
(D) Comma Standard Values

Correct Answer : C

(14). Which view in excel displays the pages exactly as they appear when printed? | Qﬁ'\ﬁﬁ i

B 91 T4 U1 B 319 I g MeRfa svar g R d fits gR R femms ¢a &2
(A) Custom View | PEH T

(B) Full screen View | B SpI- o

(C) Page Break View | UST 9 &

(D) Page Layout view | UST TI3T3¢ &

Correct Answer : D

(15). Data validation isuse in____. | SeTdfieIAdTwaT___ A fHareman 31
(A) MS Excel | THTH TS

(B) MS Word | THTH a8

(C) MS Power Point | THTYH UTaR WIgc

(D) Paint | Ue

Correct Answer : A

(16). The arrangement of data in Ascending (A-Z) or Descending (Z-A) order is called N

ARIE! (T-S1S) T ARG (AS-T) FHH STTHT SRNTHS DI BT AT G|
(A) filtering | flpeefim

(B) sorting | HITST

(C) custom filter | H&H flheex

(D) clear rules | foTaR T



Correct Answer : B

(17). Which option in excel is used to rearrange the rows base on the content of a particular

column? | Tad ¥ {5 faweu &1 Iuai fHdl faiy e &l Hde & MUR R
tfal &t (aatafRa # & forg forar smar 82

(A) Find | BTSS
(B) Filter | flheex
(C) Sort | T

(D) Format | BBIHC

Correct Answer : C

(18). Which tab would you click to access the What-if Analysis Excel tools? | @IC-SWP

TR TRd ¢ &1 TR & fore oy iy 29 W fdas wir?
(A) Home Tab | BHH ad

(B) Insert Tab | 34, cd

(C) Pay Layout Tab | U 33T ¢F

(D) DataTab | €CTed

Correct Answer : D

(19). What are the two types of Portrait and Landscape? | tﬂg? aﬁ?ﬁ@ﬁqaﬁm%ﬁ%

?
(A) Margins | wfolA
(B) Arrangements | GIW’C.['\“[
(C) Orientation | \?rﬁﬁQ%'-‘IFf
(D) Page Breaks | Ul S9

Correct Answer : C



(20). Which sequence of operation is used to insert the hidden formula bar in Excel

worksheet? | Excelﬂﬁﬁ?ﬁ%&ﬂﬁmaﬁmaﬂﬁ%mm%mm
T SUUNT fomaT ST 372

(A) View-> Show/hide ->Formula bar
(B) Insert >show/hide ->Formula bar
(C) Data ->show/hide ->Formula bar

(D) Home ->show/hide ->formula bar

Correct Answer : A

(21). Which function is used to count the number of cells that contain numbers in a range? |

P R o1 IUaRT 3 SiRkr@Te B Wen o i & fore farar omar & fomd T
e & HE g 32

(A) Count()

(B) Countif()

(C) Sum()

(D) Sumif()

Correct Answer : A

(22). Which command is use to convert cell text in CAPS? | CAPS A A TR Bl Hac HIA
& fore fvw wuis &1 Ui foran wira @2

(A) =UPPER()
(B) =LOWER()
(C) =LEN()

(D) =TRIM()

Correct Answer : A

(23). How to insert chart in MS-Excel? | @W—Wﬁﬂ'ﬁﬁﬁéﬁ%%’
(A) Home Tab-Cells | tﬁw?a-ﬁ?r



(B) Insert Tab-Charts | ET\EIZ;%H-?HEF
(C) Data Tab- Data Tools | T e éﬂiﬁ
(D) Formulas Tab-Insert Function | WI'{?IT%H—ST\‘I?.FWF[

Correct Answer : B

(24). Which function key is used to open save as dialogue box in MS Excel? | MS Excel 3

SHIANT TR & 0 # AT H1 & fore ford o= 31 &1 v frar sirar 82
(A) F2
(B) F5
(C) F7
(D) F12

Correct Answer : D

(25). Which tab is used to include pivot table, charts and hyperlinks to a spread sheet? | fige

g4, I1¢, grsuRfiay & Ws e A wftrer #vA & fore f5a ¥ &1 Suai forar wiran
?

(A) Insert

(B) Page Layout
(C) Data

(D) Review

Correct Answer : A



