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1. The No. of Rows in Excel Sheet is _______

2. _____ tool makes it easy to enter sum function

3. A Cell refers to another cell is called _______

4. To Display or hide toolbars _______ command is used

5. The File extension of Excel template is ______

6. The Default row height in MS Excel is ________

7. The ____ option breaks a long line of text into multiple lines to fit within the cell

8. The intersection of Row and Column is called _____

9. _____ Function inserts Current date and time

10. It is possible to print certain area of a sheet using _____ command

11. _____The default alignment for Numeric data is _____

12. When entering the formula =3/0 in to a cell, the error ______ is returned

13. ______ are interactive worksheets used to summarize and analyse data from an existing list or table

14. In R1C1 reference style, the last cell address of a worksheet will be ________

15. ______ is an effective way of presenting informations

16. The Toolbar button inserts functions to the active cell

17. To Close all Open workbooks, Hold down ______ key and select Close all command

18. Keyboard shortcut for Go To Command is ______

19. _______ toolbar button joins selected cells and centers the text

20. _____ command from Edit menu is used to Delete a Sheet

II Choose the Correct Answer
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1.
If Cell  F1 contains the number 100, F2 contains the number 135, F3 contains the number 45, the function =SUMIF(F1:F3,”>100”)  will return the answer
[ a. 280

b. 135

c. 235

d. 145 ]

2.
Which of the following is an example for Financial Function
[ a. SUM
b. AVERAGE

c. DCOUNT
e. PMT ]

3.
=MID(“SOCIETY”,3,3) will return
[ a. IET

b. CIE

c. SOC

d. ETY ]

4.
_____ Function joins several strings into one string
[a. JOIN

b. TEXT

c. CONCATENATE
d. MERGE]

5.
If the cell B1 contains a number 23, C1 contains a number 34, D1 contains a number 19, the Function  =IF(AND(B13>=20,C13>=20,D13>=20),"PASSED","FAILED")  will return
[a. PASSED
b.ERROR
c. FAILED
d. 56]

6.
Shortcut key for Format Cell command is 
[ a. Ctrl + 1
b. Ctrl + F
c. Ctrl + C
d. none of these ]

7.
A Red indicator at the top right corner in a cell means that the cell contains _____
[ a.Error

b. Formula
c. Comments
d. Symbol]

8.
Header and Footer are displayed in _____ view
[ a. Normal
b. Pagebreak Preview
c. Print Preview
d. Custom View]

9.
Keyboard shortcut for Replace Command is _______
[ a. Ctrl + H
b. Ctrl +R
c. Ctrl + E
d. Ctrl + A]

10.
_____ command adjusts the width of cell to display the contents in it
[ a. AutoFitCell
b. AutoRange
c. AutoCell
d. Autofit Selection]

11.
_____ command draw arrows to the cells used in  formula in the active cell
[ a. Trace Dependants
b. Trace Precedents
c. Trace Error
d. Arrows]

12.
Which of the following is an example for Add_In
[a. AutoCorrect

b. AutoText
c. AutoFormat
d. AutoSave]

13.
______ command is used to create new toolbars
[ a. View-Toolbars
b. Tools-Customize
c. Tools-Options      d. none of these]

14.
The Default Horizontal Alignment in a Cell is ________
[ a. General

b. Left

c. Center
d. Default]

15.
_______ command is used to restrict specified  range of cell with specified data
[ a. Data-Validation
b.  Data-Form
c. Data –Filter
d. None of these]

16.
The Lowest Zoom percentage value is
[ a. 10

b. 25
c.100
d. 20 ]

17.
Keyboard shortcut for GoTo command is _____
[ a. Ctrl + G  
b. Ctrl + T
c. F5
d. none of these]

18.
____ Key is used for Cell Editing
[ a. F2

b. F3

c. F1
d. F5]

19
To Copy a worksheet _______ key is pressed while dragging it
[ a. Shift

b. Alt

c. Ctrl
d. Tab]

20.
To Select Multiple Sheets Hold ______ key
[ a. Shift

b. Alt

c. Ctrl
d. Tab]

III. Answer any Two of the Following
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1.
Explain
Charts. Write down the steps to create a column chart with example

2.
Write notes

a) Format-Cells

b) Data-Consolidation

3.
Write notes

a) Data – Validation
b) Edit - Fill

