n KIS Excel formulas, an adjacent range
is specified by giving the starting and
ending cell address separated by a

(A) Semicolon(;) (B) Comma (,)
(C) FullStop (.) (D) Colon (:)

Which keys combination is used to insert
duplicate slide in a Power Point
Presentation -

(A) Ctrl+ X (B) Ctrl+N

(C) Ctrl+M (D) Citrl+Z
The full form of 'BCC" used in email
communication is -

(A) Blue Carbon Copy

(B) Blind Carbon Copy

(C) Black Carbon Copy

(D) Back Carbon Copy

The files wqhﬁich collect information about
the users are called -
(A) Web File

(C) Website

(B) Cookies
(D) Template

Which one of the following key is

pressed to switch between the running

applications -

(A) F1 (B) Alt+F4

(C) Tab (D) Alt+Tab

A e " is used to organize

information into an easy-to-read format
of horizontal rows and vertical columns -

(A) Cell (B) Sheet
(C) Box (D) Table

IR GRE & SRS | afey (geie)
Eﬁrﬁammm%— l

é—ﬁaaﬁwﬁ:@waﬁmﬁ 'BCC' &
freig &9 3-

(A) = FEE FA
@mwm/@
(C) &% e @ N '

(D) % FiEA Hil

X & AR ¥ g e R aE
G ..., FHeall ol

@(aﬂﬂsﬁ @W
(C) ¥ |Re (D) e

frrfoiad & | 9 @ S Jq9H X a9
@ THBIEl B 7 T899 B D [QU

Alt + F4

(



10.

11.

Match the following - 7. = & gafke HIFTI-

a)  Ctrl + Shift + C a) &g (Ctrl) + Re (Shift) + 9t (C)
by OWeZ b)) # (Ctr)+Fs (2)

c) Cil+lL c) e (Ctrl) + T (L)

d Ctrl+H

d) @3 (Ctrl) + T (H)

() Replace (i) AlignText () w&em B (i) TS B GG

(iii) Fontchange  (iv) Undo (i) B TRads (iv) rﬁaq

(v) FormatPainter (vi) Paste

(v) ®ME 9eT  (vi) R Bg
a) b) C) d)

7 . a) b c) d)
(A) (V) (f") (!!) (1) NG ) O)
B) ) (Gv) (i) () @ ) Gv) (i) ()
C) (vi) (v) (i) (i) (C) (vi) (v) (i) ()
D) @iy (i) @) g e S R BT
In MS Word 2010 when text is selected, 8. “TH.UH. T 2010” ¥ S TR HN T
& vl . i is automatically fpar ST @ O @a: . REE 3 B-
displayed.

(A) Taskbar (B) Main Toolbar
(C) MiniToolbar (D) Statusbar

Find and Replace box opens when you
use-

(A) Ctl+F (B) Ctrl+X
(C) Ctl+R (D) Ctrl+H

Undo operation is done by- 10. ‘O g7 AR 6T BT & &0 G991t
(A) Ctrl+X (B) Ctrl+C éﬁ" &

~ - ) wE T B ERw +d
(C) Ctri+Z (D) Ctri+V @ FT +38 (D) FT + A

In an excel formula cell address $A$4 11, ‘“‘Tadq’” BH a9 & Txd $A $4 &
represents - _ - ufefSiSE Far &-

(A) Relative Cell Reference ’ (A) Rafa AT YR

(B) Mixed Cell Reference (B) frRe a7 YR

(C) Absolute Cell Reference @ qqEIeIE A I

(D) All of the above m gt -
& ' C



Y.

13.

14.

e

16.

The full form of 'URL'is :
(A)
(B)
(C)

Uninterrupted Resource Location
Uniform Resource Location
Unified Resource Locator

(D) Uniform Resource Locator

Which one of the following is an
application software :

(A) DOS
(C)

The basic component/(s)
Microprocessor is/ are :

(A)
(B)
(C)
(D)

Storage capacity of Blue Ray Disk lies
in the range of -

(A) 650 MB - 1GB
(B) 2GB-7GB
(C) 25GB-50GB
(D) 1TB-2TB

(B) Windows
MS Word (D) Linux

of

Control Unit
Arithmetic Logic Unit
BothAand B

None of the above

The extensions .gov, .edu, .mil, and .net
are called:

(A) DNSs
(B)
(C)
(D)

e-mail targets
Top Level Domain

Web-machine addresses

URL' &1 foeaia &9 @

[ (A) FrEeaee R b

B) IFwH REd e

(C) IrwrEs REM bt
@gﬁmmﬁaﬁm

13. fr=fofeq & @ 29-91 & TSI

12.

14. WESH RS & U AFT H/® 8/8 0

(A) FZE e

@ A 3 B

(D) I H q B Tl
15. ﬁ%%ﬁﬁww%ﬁw#

iiiiiiiiii

\5)/50MB—1GB

(B) 2GB-7GB

@ 25 GB — 50 GB v

-1 TB-21B

gov, .edu, .mil 3 .net & THRIAMI B
FEl Sl 8- -

(A) S1.09.79.
M—% cIRERIER|

@) @ e @
(D) a9 9w g (ua)

16.

iiiiiiii



17.- Disk cleanup utility services is used for-

18.

19.

20.

(A) Packing up the disk space

(B) Cleaningup unnecessary files on |

your computer
(C) Checkingthe file size
(D) Cleaning the viruses

Which memory is used to store most
frequently accessed Information from the
RAM?

(A) Cache Memory
(B) Main Memory

(C) Regqister
(D) ROM

Which of the following statements are
Incorrect?

a) CRT monitors are slimmest
monitors .

b) Dot Matrix is fastest range of
computer |

c) Cache Memory is slower than
main memory

d) Barcodereaderisan Input device

(A) aandb (B) a,bandc

(C) candd (D) aandd

Which form of memory is volatile in
nature-

(A) RAM (B) PRAM
(C) ROM (D) ZROM
_______ Improves hard-disk

performance by anticipating data needs.
(A) Disk Caching
(B) Disk Defragment

(C) Disk Writing

(D) None of these

&

17.

“IS®p FlFT FRRRE” i SwdifET 2-
N e AT Y 53 3 R

) T B OBE B AW FEE F
aa?r%f‘%‘m

(C) W3 6T H 3E7 3 fou
(D) a={E & e P R_w

18. Wﬂ%ﬁmﬂﬁrﬁaﬁhﬁwm

qae HiAlex 8T 2
b)  Sfe Ay waifess My aw Fgey
2l
c) I AT gEy N F it Y
d) IR BT {T & FIYT YT B
(A) a AR b (B)
(C) ¢ 3 d

éaaﬂaamaﬁzﬁragmﬁmﬁ

BE B 3% % e § gur #war ¥
[S&h i

(C) " fewr wEfem

(D) sﬂﬂ@ragmﬁ%“r

iiiiiii




20 Which of these characters cahnOt be
used when naming a folder/file :

(A) <> (B) :
(C) \ (D) Allof the above

53 Which of the following Is a file
compression programme?

(A) WinZip (B) Windows
e (C) RADI (D) DOS

24. In WINAOWS .....c.oovveninnans is a power-
saving state.

(A) LogOff (B) Sleep
(C) Restarn (D) Lock

o5 A file in which predefined settings are
used to create general presentations/

documents is called -
(A) Pattern (B) Model
(C) Template (D) Blue Print

26. The process of sending a message to
multiple recipients Is called -

(A) Mail Merge (B) Macro Merge
(C) Mega Merge (D) Micro Merge

57 In MS Word which shortcut key is used
in increase font size-

(A) Citrl+ Shift + > q .
(B) Ctrl+ Shift+< - @ Ctrl + Shift +>
(B) Citrl+ Shift + <

(C) Ctrl + Shift+ +

(D) Alt+ +

28 All formulain MS Excel start with-
(A) 0 ' (B) -+
(C) = (D) =>
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28.

29.

30.

3T,

- R

33.

34.

39.

The unit of measuring clock speed for
powerful microcomputer IS measured In:

(A) Kilo Hertz
(C)Mega Hertz

(B) Giga Hertz
(D) None of the above

Cordless mouse is a device that typically
uses to communicate

with the system unit.
(A)

(B)
(C)

(D)

The process of identifying specific rows
and columns so that certain columns
and rows are always visible on the
screen is called

(A) Freezing (B) Locking
(C) Selecting (D) Fixing
The feature of word wrap is —

Ultrared light waves
Supersonic light waves
Infra-red light waves

None of the above

(A) Automatically move text to the next
line when necessary

(B) Appears at the bottom of the
document

(C) Allows you to type over text

(D) Is the short horizontal line

indication the end of the document
Microsoft Access IS a

(A) RDBMS (B) DRBMS
(C) ADBMS (D) DDBMS

A enables you to view data
from a table based on a specific criterion
in Microsoft Access.

(A) (B)
(C) (D)

Shortcut key to start a slide show from
current slide —

(A) Alt+FS (B) Ctrl+Shift+F5
(C) Ctrl+F5 (D) None of these
Which utility is useful in identifying a
program that is hogging (keeping busy)
the processor?

(A) Task Manager

(B) Device Manager

(C) = System Information

(D) System Manager

Form Query

Macro Report

28.

29.

30.

32.

33.

34.

39.

Rpeft SifdRTaTe skl PgeR # g Tl &
iy 1 {9 A IS ©

W et (B) W oeet ©
©) ¥ gzt (D) wwdem ¥ & B

YR HSE T IUH (3R B oW e
1 5Ar Eed e
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(A) ARt+F5  (B) Ctri+Shift+F5
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