ITI Computer Operator and Programming Assistant (Python)
Module 6 Spread Sheet Application

(1). Which option in MS Excel is used to display the rows that meet certain conditions? | MS

Excel H @I T fAdhed $© X1di B TRT HIA arai! Ufaaal ot e Ria $3A & fog uai
oo STaT 82

(A) Find
(B) Filter
(C) Format
(D) Sort

Correct Answer : B

(2). The type of chart that displays the data, that changes over a period of time and compares
various items .| TS BT UPR S ST UGRId a1 8, it IHT & 1Y IGadT @
3R fafir srger P AT Hear g |

(A) Column Chart | CARE I
(B) Bar chart | IR I

(C) Areachart | Qﬁtﬂiﬂé

(D) Doughnut chart | S

Correct Answer : A

(3). How Cells are named in MS Excel? | MS Excel ﬁﬁﬁﬁﬁ?‘[ﬁﬂﬂﬁhﬁﬂ%’
(A) Alphabetically | quisH

(B) Numerically | W@'F;N'IT

(C) Alphanumerically | GIF'CFFQ:aﬁW
(D) Special Character | fa=Iy guf

Correct Answer : C



(4). Which one of the following is a ‘Date and Time’ function in Excel? | ﬁmﬁ@aﬁﬁaﬁ-—r

WExcelﬁmGﬁ?WWw%?
(A) FIND()
(B) MOD()
(C) Now()
(D) MID()

Correct Answer : C

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

problem? | 919 3MY {5} UTeeH & usp aRTad & T Tied HRATIEA @ oY I AT
TR TR god 999 351 82

(A) Goal Seek | Tl P
(B) Scenario | R

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

Correct Answer : A

(6). What dialog box allows to change a field name in a Pivot Table? | I I STAT diaq

fUdie <o & wies W Sqa- @1 rgdfd a1 82
(A) Field Settings | WIS |féT

(B) Field Pane | BIeS U

(C) Field Option | Tics TR

(D) Field Structure | BIS AR

Correct Answer : A

(7). What is the use of "Ctrl + T” key in MS Excel? | MS Qﬂ'\aﬁﬁ "Ctrl T" B WWW%’
(A) Opens the text box | THRT FI FI NUT HIA P ﬁl’Q’



(B) To opentab | éﬂ@?ﬁ%ﬁl’({
(C) Opens the title box | Ma\mﬁ Gﬁ'ﬂ?ﬁﬂﬁ%ﬁﬁ
(D) Opens the create table dialog box | éaaaqﬁsua”ma"m@w%

Correct Answer : D

(8). Which setting you must modify to print a worksheet using letterhead? | aa%sm

SUART b qh e oI file F & g smue! few AfdT &) w=nfea s=r g
(A) Paper | UUR

(B) Margin | AT

(C) Layout | H3MIT

(D) Orientation | Gﬂﬁ'@"ﬂ‘[

Correct Answer : B

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

B U124 U8 31 S R H ieRid srarg R IfiRs A wiag A 82
(A) Custom View | PICH Y

(B) Full screen View | B GpI- o

(C) Page Break View | UST 9 &

(D) Page Layout view | UST TI3(T3C &

Correct Answer : D

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

5 29 3R 5 HaRM U o Ul fUae ¢aa s1am &1 fawey faem?
(A) Formula Tab- Data Analysis Group | BTHAT 28-Sl TATIATT YU

(B) Insert Tab - Tables Group | $¢ ¢d - 29d YU

(C) Data Group in the Pivot Table Group | fidie ¢a@ qud SeT YU

(D) Data Group In the Tables Group | ¢&d YU H ST



Correct Answer : B

(11). Which tab would you click to access the What-if Analysis Excel tools? | ®IC-gWP

TR TR ¢ &1 TN & fore oy iy 29 W foas wer?
(A) Home Tab | BHH ad

(B) Insert Tab | 34, cd

(C) Pay Layout Tab | U 33T ¢F

(D) DataTab | €CTd

Correct Answer : D

(12). Which type of chart is not use in MS Excel? | MS Excel A f5T PR & A1 BT TN
5t foran SITeT 32

(A) Bubble | gAGAT
(B) Surface | TXH
(C) Circle | Tfdha
(D) Pie | UT§

Correct Answer : C

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

ARIET (T-S1S) T ARG (AS-T) FHH ST BT SRTHE DI BT AT G|
(A) filtering | flpeefim

(B) sorting | |G

(C) custom filter | H&H flheex

(D) clear rules | foTaR T

Correct Answer : B



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

T paRE &1 IUURT 39 HIRRE1 F1 T 1 i3 & fore far wirar @ ord v
e HE g 32

(A) Count()

(B) Countif()

(C) Sum()

(D) Sumif()

Correct Answer : A

(15). What do you call the chart that shows the proportions of how one or more data
elements relate to another data element? | 3T 39 e B HT Wﬂ'%ﬁﬁ' g 3Jurd
feaman & fos T a1 Sif¥e SeT @ gar ST @ | &3 §afyd 82

(A) XY Chart | XY ITd

(B) Pie Chart | UTS dT¢

(C) Line Chart | @IS AT
(D) Column Chart | HTaH ATE

Correct Answer : B

(16). Which tab in Excel is used when importing, querying, outlining and subtotalling the data

placed into a worksheet’s data list? | Excel A fpg a9 &1 U fhdt wrdu=re &1 21
Tt § W T ST P ST, B, ATSTATS B 3R ge™ & fore forar sran 32

(A) Formula
(B) Data
(C) Review
(D) Insert

Correct Answer : B

(17). 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? |



HT P [ MU U fife #e & fore vep Wrszile 7 8k 3y arsd € i 9t srew
w&fgﬁﬁ%ﬁmwﬁwqgwaﬁﬁmmﬁlﬁﬁmﬁwm
DT R?

(A) Manually scale the job until it fits the required page width | Wﬁﬂﬁﬁﬁ?{&lﬁ
Y Y WA B ol d 98 SATIAP U§ ASTs | fibe = gl e

(B) In print preview, set the scaling to "Fit Sheet on one page” | ﬁ?lﬂﬂlﬁ, TH e B "Ih
U IR fibe sffe” Wae &

(C) On the page Layout Tab, set width to 1 page | Ul A3(T3C o d R, %ﬁs'rs‘#r 1T R AT
G

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

Correct Answer : C

(18). Which tab is used to include pivot table, charts and hyperlinks to a spread sheet? | fige
g4, I1¢, gTsuRfiay & WS e A wftre #va & fore 5w ¥ &1 Suai forar wiran
a2

(A) Insert

(B) Page Layout
(C) Data

(D) Review

Correct Answer : A

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

BISd P 98 SIFTHE B 3-UE HYd § al SeTgiara?

(A) Hyperlinked placed in a word table | BTSURfeic B 98 dgd A AT AT &
(B) Linked | fiige

(C) Embedded | THSS

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

Correct Answer : B



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

?
(A) Margins | Aot

(B) Arrangements | 3&“@?\‘[
(C) Orientation | Gﬁﬁmq
(D) Page Breaks | ST S

Correct Answer : C

(21). Which one of the following is ‘no argument’ function? | ﬁyﬁr@aﬁﬁaﬁqw ‘no
argument’ 'WF-I%?

(A) Now()
(B) Lower()
(C) Max()
(D) IF()

Correct Answer : A

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

SHANT ST & 0 # UG 1 & fore ford o= #1 &1 v frar sirar 82
(A) F2
(B) F5
(C) F7
(D) F12

Correct Answer : D

(23). Which would you choose to create a bar diagram? | WWWW%W
3TY fhamT g B

(A) Format, Chart | 'Q‘Tl'ﬂf, e
(B) Tools, Chart | QFH,?-I'I?E



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

Correct Answer : C

(24). Which one of the following will starts with “=" sign in Excel 2010? | ﬁ;ri%@?rﬁﬁ

DI AT Excel 2010 H =" fiI7g & 1Y IR= §RM?
(A) Data | S¢T

(B) Text | TR

(C) Numbers | &R

(D) Formulas | ¥9[A

Correct Answer : D

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

column? | TaEd ¥ fHd faweu &1 Iuai fHdt faiy iaH &l Hde & MUR R
UfTal 1 gratafed @ & e fear smar g2

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

(D) Format | BIHC

Correct Answer : C



