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OBJECTIVE:

This certificate course is very useful for our college students who are studying in Bachelor of Arts (B.A)
all groups of II Year students. This course tenure is 45 days and course started on 16-11-2022 and ends on

10-01-2023. After completion of course students will gain knowledge on

e Basic idea and usage of computer

e Overview on MS — Office

e Creation of documents using Ms-Word
e Data Analysis using Ms-Excel

e C(Creation Power point presentation

e Operations on WEB (Internet)
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Date: 09 -11-2022

DEPARTMENT OF COMPUTER SCIENCE

Department Circular

All the staff and students are hereby informed that the Department of Computer Science is

conducting a Certificate program on DATA ANALYTICS USING MS - OFFICE from 14-11-2022

(4 — 6 weeks) at 4.00 PM to 5.00 PM everyday in Computer Science Lab as a part of departmental

activity 1o create awarencss among students.

Note:

I) This is only for 25 students.
2) Use this opportunity First Come First Serve basis
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DAYWISE REPORT

DATE

TOPIC COVERED

REMARKS

16-11-2022

Introduction of Computer, Notepad Operation using

Keyboard

17-11-2022

Review on Notepad, Usage of Word pad using
Keyboard shortcuts

18-11-2022

Practice of Shortcuts of Word pad

21-11-2022

Introduction to MS Word and usage of short cuts

22-11-2022

Resume Preparation using MS Word

23-11-2022

Practice of Resume Preparation

24-11-2022

Tax Invoice Preparation using MS Word

25-11-2022

Tax Invoice Practical in MS word

26-11-2022

Practice of Table Creation

28-11-2022

Practice of Table Options

29-11-2022

Watermark Preparation & Page Borders

30-11-2022

Page Headers & Page Footers, Table of Contents
preparation

01-12-2022

Auto Correct, Securing word file
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DATE

TOPIC COVERED

REMARKS

02-12-2022

Introduction to Power point, Animation Preparation

03-12-2022

Practice on preparation on Presentation

04-12-2022

Time setting and custom animation on PowerPoint
Presentation

05-12-2022

Introduction to Ms- Excel

06-12-2022

Student Marks Statement Preparation in Excel

08-12-2022

Data Sort and Split cell data to Columns, Subtotals in
Excel

09-12-2022

Practical Exercise on Pay slip Preparation

12-12-2022

Data Validation, Filter and Table Options in Excel

13-12-2022

Stopping the Dynamic Cell Address in Ms Excel

14-12-2022

Goal Seek, Conditional Formatting in Excel

15-12-2022

Data Analysis done using Functions in Excel

16-12-2022

Practical Exercises on Functions and Goal Seek

19-12-2022

Charts Preparation, Pivot Charts and VLookup
function




DATE

TOPIC COVERED

REMARKS

20-12-2022

Practical Exercises on VLookup, Pivot Charts

02-01-2023

Usage of Internet, Search Engines like Chrome, MSN

03-01-2023

Mail id creation, Drive usage, Google Sheets,
Documents

04-01-2023

Compose Mail, Spam Folder, Trash Folder, pixabay site
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45 DAYSCERT "

REGD NO :

NAME OF THE STUDENT

1. What is the short .-
A) CTRL+B

2 Feature «
A) Word Ant

3. What is the shonc
A) CTRL-Y

4. Which of the foliow
A)CTRL+0

5. Which feature 1s usec
A) Change Leuer

6. We can star1 MS PO
A )powerpoint

7. We can apphy bordes
A) Cell

8. The options Potrai :
A) Paper Size

9. Which of the {cliow
(A) Balanced

10. In Microsoft Wor
A) Mailmgs

.
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or=az a New Blak Documess
TRL=+ C W CTRL =N D)CTRL - P

ord belps 10 create 2 st = 2 documess

=35 & Nambénog C) Word wrp D) Nome

1 rorceds word 12 word document
L+F C)CIRL-R DyCIRL-H

short cat Key of Open 2a Exostmy Presemtaman
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11. What is the Internet?
A) Type of Brows>r B) A Foller C) Collection of websites %fNetWUrks of Network

12. Which of the followii g ¢ n you do online? Select all that apply.

A) Pay bills 13) Sent and Receive Mails  C) Watch movies \DfAll of the above
13. Which of the following is NOT a web browser?

A) Google Chrome  B) Microsoft Edge  C) FireFox xD)'JWinclows
14. Drive is used for

A) To stores Doc file 11) To Store Sheets  C) To Store presentations \D) All of the above
15. Filter option available in which menu

A) Formula Menu B{I Jata Menu * C) View Menu D) None
16. Type of Charts in | xcel

A) Bar Chart B) Liie Chart €) Column Chart D) None
17. How to find present d..ic and time using which function

A)Upper) B)Now()  C)Sum()  D)Sin()

18. Is it possible one v!l [ 1 into number of columns
‘A) YesB) NO

19. How to identify an ac ' mic website by using which extension name
A).Com 17).in \C)/.ac.in D) .gov.in

20. Write our College " »name  [AJ Wl CcSES :jk 1a) b

21. Viookup function is 1 o'tn
,A{Search the data in - MTerent sheets 1 B) Totaling the data same sheet C) None

22, Searcll images in Inter* using which website

A,)“Fd'i/:r(abay ) Images C) videos D) None
23. éonditional formatti + va'lable in

A) Word |B*)E/m C) Power point D) Internet

24. Merge Cell option av bl in which application

A) Word B) Exc»l ") Both D) None

25. Print Title option t.v 9

A?fépeal same he oo in every page B) Remove background G} Both
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REGDNO: §123¢ ¢ 20[09D

NAME OF THE STUDENT : M_ _&Tﬁhgﬁ.

\/Kk’hat is the short cut key to create a New Blank Document
A) CTRL + B JBJCTRL + C ~¢JCTRL + N

Feature of MS Word helps to create a list in a document
C) Word wrap -0y None

D) CTRL + P

A) Word Art B) Bullets & Numbering
X‘ What is the shortcut key to Find a particular word in word document

A) CTRL+Y B) CTRL + F GTCTRL+R D) CTRL +H
\V Which of the following is the short cut Key of Open an Existing Presentation

%J CTRL + O B) CTRL + C C)CTRL + N & CTRL + P

?{ Which feature is used to make selected sentence to All Captital Letters or All Small Letters ?

A) Change Letter *B’)’Changa Sentence C) Change Case D) Change Word

Vé’./ We can start MS POWERPOINT by typing in the Run Dialog box.

A)powerpoint B)power C) power point D)powerpnt
; . We can apply border to

A) Cell B) Table '@ﬁaragraph mll of these

SQZ The options Potrait and Landscape comes under
A) Paper Size B) Page Orientation Q‘)’Eﬂge Layout D) Page Rotation

V[ Which of the following to justification align the text on both the sides-left and right of margin?
¢Ay Balanced (B) Right (C) Justify (D) Balanced

1){. In Microsoft Word, you can select heading level styles from tab
A) Mailings B) Reference C) Insert JPrHome




\)’{/- What is the Internet?

J‘ft} Type of Browser B) A Folder C) Collection of websites ¥ Networks of Network
“!2'/ Which of the following can you do online? Select all that apply. _

A) Pay bills B) Sent and Receive Mails  C) Watch movies BT All of the above
\,é. Which of the following is NOT a web browser?

\M/Google Chrome  B) Microsofi Edge C)FireFox D) Windows

\l/ Drive is used for

A) To stores Doc files B) To Store Sheets  C) To Store presentations 2§ All of the above
%Iter option available in which menu

A) FormulaMenu N3y Data Menu C) View Menu DY None
\lﬁ./ Type of Charts in Excel
A) Bar Chart B) Line Chart <f Column Chart D) None
\R How to find present date and time using which function
A)Upper)  B)Now()  ~@fSum()  D)Sin()
\1_,8/.15 it possible one cell data into number of columns

% Yes B) NO
7@. How to identify an academic website by using which extension name
ﬂ)ﬂm B) .in C) .ac.in D) .gov.in

i wW - €sks .aC.in i
\/ & Write our College web site name gglsm&wm

SZI. Vlookup function is used to
A) Search the data in Different sheets B Totaling the data same sheet C) None
\}ﬁearch images in Internet using which website
A,}’ﬁxabay b) images C) videos D) None
\)3./Condi1i0nal formatting available in
A)Word B Excel C) Power point D) Internet
é‘, Merge Cell option available in which application
A)Word  Byfxcel  «)Both  D)None

\,Ki’rim Title option used to

~4) repeat same headings in every page B) Remove background C) Both D) None

M Brdhulor

Signature of thd Student
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\,l./What is the short cut I v to ereate a New Blank Document

A) CTRL + B B) CTRL + C & CTRL +N D) CTRL + P
ﬁ- Feature oI MS Word helps to create a list in a document
A) Word Art [1) Bullets & Numbering 6 Word wrap D) None

. What is the shortcut ! v to Find a particular word in word document
A) CTRL +Y ) CTRL + F ) CTRL +R D) CTRL + H

y
LA. Which of the followin is the short cut Key of Open an Existing Presentation

v

A)CTRL+0O B)CTRL+ C C)CTRL +N D) CTRL + P

X Which feature is used 10 make selected sentence to All Captital Letters or All Small Letters ?

A) Change Letter Chan"e Sentence C) Change Case D) Change Word
\Q/We can start MS POV\'T PPOINT by typing in the Run Dialog box.
v
A)powerpoint 3)power C) power point D)powerpnt
\7/We can apply bord.r
, v
A) Cell ' Table C) Paragraph D) All of these
E{ The options Potrait ain ' | nndscape comes under
w
) Paper Size 12" Page Orientation  C) Page Layout D) Page Rotation
. Which of the follow: justification align the lcxl on both the sides-left and right of margin?
(A) Balanced ) Riglt (‘» ) Justity (D) Balanced ;
KO. In Microsoft Word. + « ~n select heading level styles from tab

v
A) Mailings 1) Reference C) Insert D) Home




B

M. What is the Intern

v
A) Type of Brow. 1 "y A Tuller  €) Collection of websites D) Networks of Network
\l.ﬁ/ Which of the followi: can you do online? Select all that apply.
A) Pay bills 1) Sent and Receive Mails ~ C) Watch movies 1) Al of the above
‘Li Which of the foll. + . is NOT a web browser?

v
A) Google Chrom+  "yMiroeoft Edge  C) FireFox D) Windows
4. Drive is used for

e
A) To stores Doc (il '3) To Store Sheets  C) To Store presentations D) All of the above
\)é Filter option availal' 1 whi'h menu
A) Formula Menu !\‘—Dn';] Menu C) View Menu D) None
fﬂ‘.\Type of Charts in |
A) Bar Chart 13)!1 7 Chart () Column Chart 6) None

- How to find prescint ¢ e and 17 using which function
A) Upper() i} ) » Sum() D) Sin()

.Is it possible one v 1a i

v
\Lfr) YesB) NO
. How to identify a1 . lemic w ' ie by using which extension name

; v _
Q‘/}.Com ) .in C) .ac.in D) .gov.in
. Write our Collcp ite

e '_HHL].C{;'JST“"C'?“
Qr(\’lookup function 1=+ *d to

nimber of columns

Xj Searchthe dur .. iffer ' wots B) Totaling the data same sheet C) None
N,Zﬁearch images in In' etus’ v hich website
J -
A) Pixabay ) imag s C) videos D) None
\;Q. Conditional form 't" vailhlxin
i . vl"—
A) Word ByEx | ‘ower point D) Internet
%. Merge Cell option = 'shle ™ which application
A) Word ‘ﬁ'a Ex ') Both D) None

\2/?/.I’rint Title option 0

X,) I'Epf.‘at same bead s in Iy page B) Remove background C) Both D) None

Signature of Student
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\ ). What is the short cut key to create 2 New Blank Document

A) CTRL + B B)CTRL + C CYCTRL + N D) CTRL + P
o _ Feature of MS Word helps to create a list in a document
A) Word An Ej Bullets & Numbering ) Word wrap D) None

/
"1/. What is the shortcut key \/g Find a particular word in word document
A) CTRL+Y B) CTRL + F C)CIRL+R D)CTRL~H

-
. Wyh of the following is the short cut Key of Open an Existing Presentation
A)CTRL + O B)CTRL + C C)CTRL +N D)CTRL-P

%/ Which feature is used tu"n/lakc selected sentence to All Captital Letters or All Small Letters ?
A) Change Letter  B) Change Sentence C) Change Case D) Change Word

« 6/ We can start MS POWERPOINT by typing i the Run Dialog box.
A )powerpoint Bjpower () power point If)/;;onrrpm

“.%" We can apply border to
A) Cell B) Table C) Paragraph D) All of these

"8 The options Potrait and Landscape comes under

~A) Paper Size ﬁ;’;’age Orientation  C) Page Layout D) Page Rotation

\,J{ Which of the following to justification align Ih_e/mt on both the sides-left and right of margin?

(A) Balanced (B) Right (C) Justfy (D) Balanced

' }6 In Microsoft Word, you can select heading level styles from tab
A) Mailings B) Reference C) Insert D) Home



M. Why 18 the Interner?

' .
: letw N
A) Type of Browser By A Folder ) Collection of websites D) Networks of Network

N2 Which of the following can you do online? Select all that apply.

"
A) Pay bills B) Sent and Receive Mails  C) Waich movies D) All of the above
" 13. Which of the following is NOT a web browser? ,
A) Google Chrome  B) Microsoft Edge  C) FireFox D) Windows

4. Drive is used for

v
) To stores Doc files B) To Store Sheets C) To Store presentations D) All of the above
‘M’ Filter option available inly.‘hjch menu

A) Formula Meny E} Data Menu

C) View Menu D) None
“46. Type of Charts in Exce]

A) Bar Chart B) Line Chart C) Column Chart D) None
17How to find present date and time using which function

A) Upper()  B) Now() C) Sum() D) Sin()
¥, Is it possible one cell data in

A Y\;B) NO

1o number of columns

\19- How 10 identify an academic website by using which extension name

v .
A).Com B) .in C) .ac.in D) .gov.in

\20./ Write our College web site name WML cstsak Larn

\}Jf Vlookup function is used 1o

v
A) Search the data in Different sheets B) Totaling the data same sheet C) None

\22. Search images in Intemet using which website
Vo

A) Pixabay b) images C) videos D) None

%. Conditional formatting available in

A) Word B) Excel C) Power point i{}lniemct

’%\. Merge Cell option available in which application

A) Word B) Excel C) Both D) None

\;{ Print Title option used to
v

A) repeat same headings in every page B) Remove background C) Both D) None

Signature of Student
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\_/( What is the short cut key to create a New Blank Document
A) CTRL+B B)CTRL + C & CTRL + N D) CTRL +P
3 Feature of MS Word helps to create a list in a document
A) Word Art 3) Bullets & Numbering ~ ¢) Word wrap D) None

\3./ What is the shortcut Lo+ to Find a particular word in word document
g
A) CTRL+Y ) CTRL +F C)CTRL+R D)CTRL+H

'4//Wh1ch of the followir is the short cut Key of Open an Existing Presentation
kﬁ‘nu, +0 B)CTRL + C C)CTRL+N D) CTRL + P

f;é‘ Which feature is used ul’rgakc selected sentence to All Captital Letters or All Small Letters ?
A) Change Letter  13) Change Sentence C) Change Case D) Change Word
6. We can start MS PO\ “RPOINT by typing in the Run Dialog box.

werpoint B)power L}Tpower point D)powerpnt
/ We can apply bordcr to

A) Cell 3) Table C) Paragraph D) All of these

«.B./ The options Potrait . | Landscape comes under

A) Paper Size H‘fPagc Orientation C) Page Layout D) Page Rotation
1/1{_ Which of the followin: to justification align the text on both the sides-left and right of margin?
(A) Balanced 3) Right ((.V)/J;.lsnf}' (D) Balanced
 In Microsoft Worl. + 1 can select heading level stylesfrom _~~~ tab

A)/Mai}ings 13) Reference C) Insert D) Home



A1 What is the Internet?

A) Type of Browser B) A Folder  C) Collection of websites ﬂﬁJetworks of Network
12 Whi S o .
\L=- Which of the following can you do online? Select all that apply.

A) Pay bills B) Sent and Receive Mails ) Watch movies mll of the above

}i. Which of the following is NOT a web browser?
Arémgle Chrome B)Microsoft Edge  C) FireFox D) Windows
L4 Drive is used for

_A) To stores Doc filesB) To Store Sheets C) To Store presentations m" of the above

‘L{ Filter option available in which menu
A) Formula Menu  B) Data Menu ¢ View Menu D) None
Q’T}"pc of Charts in Excel
A) Bar Chart B) Line Chart C) Column Chart i) None
\11’. How to find present date and li..nli using which function ‘
J.A) Upper() B)Now() C)Sum() D) Sin()
_18. Is it possible one cell data into number of columns
A) Yes B) NO—
‘lﬁ’_. How to identify an academic website by using which extension name

A).Com B) .in () .ac.in ﬂfgov.in

'\fﬂ. Write our College web site name _ AV wab Sif

v’.‘!"l’.- Vlookup function is used to
\\"i;arch the data in Different sheets B) Totaling the data same sheet
\é. Search images in Internet using which website
A) Pixabay bﬁfﬁages C) videos D) None

23. Conditional formatting available in
g

A) Word B) Excel C) Power point D) Internet
3{. Merge Cell option available in which application

A) Word B) Excel C) Both D) None

\ 25. Print Title option used to
Xl’ repeat same headings in every page B) Remove background

C) None

C) Both D) None

Signature of Student
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\J./What is the short cul key 10 create a New Blank Document
A) CTRL + B B) CTRL + C CJCTRL + N D) CTRL + P
\i Feature of MS Word helps to create a list in a document
A) Word Art B) Bullets & Numbering ~ ¥J Word wrap D) None

\B./ What is the shortcut key to Find a particular word in word document
A) CTRL +Y Y CTRL + F C) CTRL + R D) CTRL + H

\/Which of the following is the short cut Key of Open an Existing Presentation
WwYCTRL + 0 B) CTRL + C C) CTRL + N D) CTRL + P

. Which feature is used to make selected sentence to All Captital Letters or All Small Letters ?
A) Change Letter Whungu Sentence C) Change Case D) Change Word
\6./We can start MS POWI'RPOINT by typing i the Run Dialog box.
A)powerpoint B)power C) power point Bipowerpnt
7( We can apply borderto B
A) Cell ¥ Table C) Paragraph D) All of these
% The options Potrait and Landscape comes under

A) Paper Size 13) Page Orientation G)’ﬁage Layout D) Page Rotation

>{9‘ Which of the following o justification align the text on both the sides-left and right of margin?

Balanced (1) Right (C) Justify (D) Balanced
. In Microsoft Word, vor can select heading level styles from tab

A) Mailings ") Reference ) Insert D) Home



M. What is the Internet?
A) Type of Browser B) A Folder () Collection of websites D‘{ Networks of Network

"R. Which of the following can you do online? Select all that apply.

A) Pay bills B) Sent and Receive Mails  C) Watch movies D) All of the above
18. Which of the following is NOT a web browser?

_A) Google Chrome B Microsoft Edge  C) FireFox D) Windows
\l/. Drive is used for

A) To stores Doc filesB) To Store Sheets  C) To Store presentations B)/AH of the sbave
\3. Filter option available in which menu

/A) Formula Menu B«)ﬁata Menu C) View Menu D) Nena
36, Type of Charts in Excel

kﬁa: Chart B) Line Chart C) Column Chart D) None
X’. How to find present date and time using which function

A)Upper) B)Now()  WfSum() D) Sin()

. Is it possible one cell data into number of columns

\A’{ YesB) NO
19, How to identify an academic website by using which extension name
A).Com B)..in C)acin  \Bf.gov.n

\xﬁ. Write our College web site name AKnv UJQ[D sike

2{. Vlookup function is used to

A) Search the data in Different sheets Bﬁ)taling the data same sheet C) None

‘%{ Search images in Internet using which website
A) Pixabay 'trﬁmagcs C) videos D) None

\Zléondiu'onal formatting available in
A) Word B’)/Excel C) Power point D) Internet

‘%& Merge Cell option available in which application

A)Word  BfExcel  C)Both D) None
/ Print Title option used to

%pcat same headings in every page B) Remove background C) Both D) None
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-L/ What is the short cut key to create a New Blank Document
A) CTRL + B B)CTRL + C \Cﬂ/CTRL +N -D)CTRL + P
\ 2. Feature of MS Word helps to create a list in a document
A) Word Art ﬂ‘)/Bullets & Numbering C) Word wrap D) None

4
3. What is the shortcut key to Find a particular word in word document
A) CTRL + Y BfCTRL + F C)CTRL +R D) CTRL +H

r
+ 14/ Which of the following is the short cut Key of Open an Existing Presentation
A CTRL+ 0 B) CTRL + C C) CTRL + N D) CTRL + P

\_fx Which feature is used to make selected sentence to All Captital Letters or All Small Letters ?
\A‘J/Changc Letter  B) Change Sentence C) Change Case D) Change Word

\ﬁ./ We can start MS POWERPOINT by typing in the Run Dialog box.
_ A)powerpoint B)power C) power point \Bjpowerpnt
“/7. We can apply border to
A) Cell B) Table C) Paragraph W7 All of these
\# The options Potrait and Landscape comes under
A) Paper Size Q’ﬁ’age Orientation C) Page Layout D) Page Rotation
~ Which of the following to justification align the text on both the sides-left and right of margin?
(\M’ﬁalanced (B) Right (C) Justify (D) Balanced
1!5. In Microsoft Word, you can select heading level styles from tab

A) Mailings B) Reference C) Insert P Home




m————

M - What is the Internet?
A) Type of Browser B) A Folder \%n[lcclinn of websites 1)) Networks of Network

12/ Which of the following can you do online? Select all that apply.
A) Pay bills B) Sent and Receive Mails  €) Watch movies (P All of the above
K, Which of the following is NOT a web browser?
A) Google Chrome  ~B¥Microsoft Edge ) FireFox D) Windows
\J}(Dﬂve is used for .
) To stores Dac files B) To Store Sheets  C) To Store presentations JB{ All of the above
Q}é‘i!ter option available in which menu
A) Formula Menu ByData Menu C) View Menu D) None
\ J6. Type of Charts in Excel
mar Chart B) Line Chart C) Column Chart D) None
~}7. How to find present date and time using which function
A)Upper)  BfNow()  CO)Sum()  D)Sin()
\,lfﬁ. Is it possible one cell data into number of columns

~ Yes B) NO

3{3. How to identify an academic website by using which extension name
_lA).Com B) .in C) .ac.in angov.in
‘2{ Write our College web site name €.S. 1. S, 1ovt. 11

9@{ Vlookup function is used to
A) Search the data in Different sheets B) Totaling the data same sheet *Cd’ﬁ::me
L;Z/E;earch images in Internet using which website
ﬁixab&y b) images C) videos D) None
t?f: -Conditional formatting available in
A) Word i!{Exce! C) Power point D) Internet
'\24;./Merge Cell option available in which application
A) Word B) Excel 'E'ﬁ:'iolh D) None
‘%{Print Title option used to

A) repeat same headings in every page B) Remove background C) Both ‘B{None

Signature of Student
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\J- What is'the short cut key 1o create a New Blank Document

A) CTRL+B B)CTRL + C S'/CTRI. +N D)CTRL + P
A Feature of MS Word helps to create a list in a document
e A) Word Art B) Bullets & Numbering ;‘X‘Word wrap D) None

L)
\& What is the shortcut key to Find a particular word in word document
A) CTRL+Y B) CTRL +F C)CTRL +R 94("['R.L+H

% Which of the following is the short cut Key of Open an Existing Presentation
y(“TRL +0 B) CTRL + C C) CTRL + N D) CTRL + P

' Which feature is used to make selected sentence to All Captital Letters or All Small Letters ?
9,)’ Change Letter ~ B) Change Sentence C) Change Case D) Change Word

\_ﬁf" We can start MS POWERPOINT by typing in the Run Dialog box.
A)powerpoint B)power C) power point l})ﬂm'erpnl

-\Jif We can apply border to
A) Cell B) Table C) Paragraph I All of these

\I The options Potrait and Landscape comes under
A) Paper Size jﬁ Page Orientation  C) Page Layout D) Page Rotation

\9” Which of the following to justification align the text on both the sides-left and nght of margin”’
(A) Balanced (B) Right [V{Ju&h[\ (D) Balanced

@. In Microsoft Word, you can select heading level stylesfrom ~ tab
~ A) Mailings B) Reference C) Insert P Home




\J’i . What is the Internet?

A) Type of Browser B) A Folder ) Collection of websites D{ Networks of Network

\LZ. Which of the following can you do online? Select all that apply.
A) Pay bills B) Sent and Receive Mails ') Watch movies pf All of the above
13 Which of the following is NOT a web browser?
A) Google Chrome  B) Microsoft Edge () FireFox WWindows
W Drive is used for

AJ To stores Doc files B) To Store Sheets  C) To Store presentations m Aot e Mooy
\!}’ Filter option available in which menu

/A) Formula Menu Data Menu C) View Menu D) None
16 Type of Charts in Excel

- A)BarChart B) Line Chart (fColumn Chart D) None
/! 7. How to find present date and time using which function
A)Upper()  BFNow()  C)Sum() D) Sin()
- Is it possible one cell data into number of columns
A) Ye's/BJ NO

19. How to identify an academic website by using which extension name
A).Com B) .in yuc.in D) .gov.in

20. Write our College web site name () W W €. 615, (rovk 1N

24 Vleokup function is used to

?‘fSeurch the data in Different sheets B) Totaling the data same sheet C) None

22 Search images in Internet using which website
’fPixuba} b) images C) videos 17) None

23. Conditional formatting available in

A) Word pfﬁ.\ccl ) Power point ) Internet

M. Merge Cell option available in which application

A) Word Df Ixcel (// Both D) None

(\Pnnl Title option used to

A) repeat same headings in every page B) Remove background C) Both yNunc

Signature of Student
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\}‘C What is the short cyt key to create a New Blank Document

WCTRL + B B)CTRL + ¢ C)CTRL+N D)CTRL + P
‘2{ Feature of MS Word helps to create a list in a document
37 Word Art B) Bullets & Numbering ) Word wrap D) None

\{ What is the shortcut key to Find a particular word in word document
A) CTRL +Y B) CTRL + F ©ICTRL +R D) CTRL + H

7’: Which of the following is the short cut Key of Open an Existing Presentation
A)CTRL+0 B)CTRL + € C)CTRL+N DyCIRL +P

. Which feature is used to make selected sentence to All Captital Letters or All Small Letters ?
A) Change Letter  B) Change Sentence C) Change Case U TChange Word

We can start MS POWERPOINT by typing in the Run Dialog box.

A)powerpoint B)power C) power point JLipowerpnt
\/ We can apply border to
A) Cell B) Table C) Paragraph \BTAll of these
% The options Potrait and Landscape comes under
A) Paper Size B) Page Orientation 277 Page Layout D) Page Rotation
I_ ? Which of the following to justification align the text on both the sides-left and right of margin?
A) Balanced (B) Right (C) Justify (D) Balanced

3 \{y[n Microsoft Word, you can select heading level styles from tab
A) Mailings B) Reference mnsen D) Home




\l':L What is the Internet?
A) Type of Browser B) A Folder CyCollection of websites

D) Networks of Network

s
«12. Which of the following can you do online? Select all that apply. S
A) Pay bills B) Sent and Receive Mails C) Watch movies ]

«13. Which of the following is NOT a web browser?

A) Google Chrome  B) Microsoft Edge &7 FireFox
] 4 Drive is used for

:}J To stores Doc files B) To Store Sheets  C) To Store presentations

D) Windows

LprAll of the abuve

15/ Filter option available in which menu
A) Formula Menu  J3¥Data Menu C) View Menu
A6. Type of Charts in Excel
A)Bar Chart  B) Line Chart C) Column Chart D) None
7. How to find present date and time using which function
, A) Upper() BrNow() C)Sum()  D)Sin()
A8. Is it possible one cell data into number of columns

/\Al‘{csB) NO

19. How to identify an academic website by using which extension name
A).Com B) .in O ac.in D) .gov.in
_30. Write our College web site name \n).\W.W, £S48 Jk . QC. 1N

D) None

1. Vlookup function is used to

A) Search the data in Different sheets B) Totaling the data same sheet S None

/[2 Search images in Internet using which website
“A), Pixabay b) images C) videos D) None
3. Conditional formatting available in
/A) Word B) Excel C) Power point \D‘}’fnternet
%{Iﬁl.Merge Cell option available in which application

A) Word B) Excel Uﬁoth D) None

A) repeat same headings in every page B) Remove background \Sl Both D) None

Signature of Student
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1. What is the short cut key to create a New Blank Document

A) CTRL +B ‘{)CTRL b C C) CTRL +N D) CTRL + P
\& Feature of MS Word helps to create a list in a document
A) Word Art B) Bullets & Numbering C) Word wrap D) None

\Q. What is the shortcut key to Find a particular word in word document
A) CTRL+Y B) CTRL + F C)CTRL + R D) CTRL + H

J

«4. Which of the following is the short cut Key of Open an Existing Presentation
v//
A)CTRL+O B) CTRL + C C)CTRL+N D)CTRL +P

5. Which feature is used to make selected sentence 1o All Captital Letters or All Small Letters ?

A) Change Letter B) Change Sentence () Change Case D) Change Word

\f. We can start MS POWERPOINT by typing ~in the Run Dialog box.
A)powerpoint B)power I/) power point D)powerpnt
7@, We can apply borderto
A) Cell B) Table (') Paragraph D) All of these

\8. The options Potrait and Landscape comes under
- o
B) Page Orientation  C) Page Layout D) Page Rotation

A) Paper Size
align the text on both the sides-left and night of margin?

f.\ Which of the following to justification
’.{/Al Balanced (13) Right (C) Jusuty (D) Balanced
tab

\Jé In Microsoft Word xy;m select heading level styles from

A) Mailings I3) Reference D) Home

) Insent



w{ What is the Internet?

A) Type of Browser B) A Folder  C) Collection of websites ﬁthWﬂrks of Network

\& Which of the following can you do online? Select all that apply.
A) Pay bills “B) Sent and Receive Mails ) Watch movies
4,5. Which of the following is NOT a web browser?
~A) Google Chrome ~ B) Microsoft Edge  C) FireFox D) Windows
\lg. Drive is used for
’ﬁ/) To stores Doc filesB) To Store Sheets  C) To Store presentations D) All of the above

D) All of the above

\J,.ﬁf Filter option available in which menu
A) Formula Menu  “B) Data Menu C) View Menu D) None
%. Type of Charts in Excel
A) Bar Chart B) Line Chart C) Column Chart D) None
,J?; How to find p_r‘;cﬂtnl date and time using which function
A)Upper) B)Now() C)Sum()  D)Sin()
A E{ Is jt possible one cell data into number of columns
¥A) Yes B) NO

"19. How to identify an academic website by using which extension name
%.Com B) .in () .ac.in D) .gov.in
"
“20. Write our College web site name \,dlh“"“l ' C‘S—L}Jk Lac-1f]

%}. Vlookup function is used to

F

A) Search the data in Different sheets B) Totaling the data same sheet C) None
.2,2./ éearch images in Internet using which website
)f)’ Pixabay b) images C) videos D) None
\2{ Conditional formatting available in
A) Word B) Excel C) Power point D) Internet
Eli.\Merge Cell option available in which application
A) Word B) Excel C) Both D) None
l‘15\.1:'1'int Title option used to i
A) repeat same headings in every page B) Remove background C) Both D) None
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/1. Whatis the short cut key to create a New Blank Document
A) CTRL + B B)CTRL + C C)CTRL :JN D)CTRL+P

)

__ Feature of MS Word helps to create a list in a document
A) Word Ant B) Bullets & Numbering C) Word wrap D) None

-3, What is the shortcut key to Find a particular word in word document
"

A) CTRL+Y B) CTRL + F C)CTRL +R D)CTRL +H
\9./ Which of the following is the short cut Key of Open an Existing Presentation v
A)CTRL + O B)CTRL + C C)CTRL+N D)CTRL +P

~§g Which feature is used to make selected sentence to All Captital Letters or All Small Letters ?
.-_,.F"'

A) Change Letter ~ B) Change Sentence C) Change Case D) Change Word

%/ We can start MS POWERPOINT by typing_______in the Run Dialog box.
—
A)powerpoint B)power C) power point D)powerpnt
\'.Z We can apply border to
v
A) Cell B) Table C) Paragraph D) All of these
\% The options Potrait and Landscape comes under .
v
) Paper Size B) Page Orientation () Page Layout D) Page Rotation
4. Which of the following to justification align the text on both the sides-left and right of margin?
A
A) Balanced (B) Right (C) Justily (D) Balanced
\}{kln Microsoft Word, you can select heading level styles from tab

:"’f
A) Mailings B) Reference C) Insert D) Home



\n_. What is the Internet?
1 o o websi D) Networks of Network
A) Type of Browser B) A Folder () Collection of websites J)) Ne

2. Which of the following can you do online? Selectall that apply.
A) Pay bills B) Sent and Receive Mails  C) Watchmovies D) All of the above
\lﬁ. Which ofthe\,l:c_:;llowing is NOT a web browser?
A) Google Chrome  B) Microsoft Edge  C) FireFox D) Windows
-\1/4./ Drive is used for ol
: he above
A) To stores Doc filesB) To Store Sheets  C) To Store presentations D) All of the
5. Filter option available in which menu
I ~
A) FormulaMenu  B) Data Menu C) View Menu D) None
\16. Type of Charts in Excel
A)Bar Chart B) Line Chart C) Coliimn Chart D) None
«17. How to find present ?3/1:@ and time using which function
A)Upper) B)Now()  C)Sum()  D)Sin()

rd
—18. Is it possible one cell data into number of columns

A) Yes B) NO
. How to identify an academic website by using which extension name
'I A).Com B) .in C) .ac.in D) .go}r'.(i_n ‘ ,
\2({ rite our College web site name oS (: 57s abquf'
‘\Zdtllookup function is use:lc\f to H’i
A) Search the data in [;-i}i(ferem sheets B) Totaling the data same sheet C) None
\%2./;Search images in Internet using which website
A) Pix‘zﬁ:ay b) images C) videos D) None
E\_’{Condiliona] fonnauintg available in
A) Word B) Excel C) Powerypfoint D) Internet
. Merge Cell option available in which application
A) Word B) Excnglf C) Both D) None
S. Print Title option us;fd 10. { | >
A) repeat same headings in every page B) Remove background C) Both D) None
t
o, mou h | Hu
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\K What is the short cut key to create a New Blank Document

A) CTRL + B B) CTRL + C CYCTRL + N D) CTRL + P
7’.'{'. _ Feature of MS Word helps to create a list in a document
A) Word Art B) Bullets & Numbering ~ C) Word wrap f{Nune

?31 What is the shortcut key to Find a particular word in word document
A) CTRL + Y B) CTRL + F %TRL +R D) CTRL + H

ua!{ Which of the following is the short cut Key of Open an Existing Presentation
A)CTRL +0O B) CTRL + C C)CTRL+N D}/(.TRI =R

Which feature is used to make selected sentence to All Captital Letters or All Small Letters ?

@

A) Change Letter  B) Change Sentence C)*Change Case D) Change Word
. We can start MS POWERPOINT by typing in the Run Dialog box.

~ A)powerpoint B)éwer C') power point D)powerpnt
. We can apply border to

A) Cell B) Table () Paragraph D%I of these

%
v
\( The options Potrait and Landscape comes under )
| A) Paper Size B) Page Orientation  CYPage Layout D) Page Rotation
\i Whichef the following to justification align the text on both the sides-left and right of margin?
Xﬂ’
1o’

(AYBalanced (B) Right (C) Justify (D) Balanced
/ In Microsoft Word, you can select heading lcv;]/;wles from _'_“t tab
A) Mailings B) Reference C)'Insert DYI-Ic)mc




M. What is the Internet?

A) Type of Browser B) A Folder ) Collection of websites D}éctwarks of Network

42. Which of the following can you do online? Select all that apply.
pdI of the above

’,A} Pay bills B) Sent and Receive Mails  C) Watch movies
13, Which of the following is NOT a web browser? / '
A) Google Chrome  B) Microsoft Edge  C) FireFox D) Windows

M Drive is used for
A) To stores Doc files B) To Store Sheets () To Store presentations mﬁof the above

pg. Filter option available in which menu \[
_A) FormulaMenu  B) Data Menu C) View Menu D) None

*16. Type of Charts in Excel
A) Bar Chart B) Line Chart C}‘éumn Chart D) None

T{ How to find present date and time using which function
A) Upper()  B) Now() C‘né:mt) D) Sin()

%€, Is it pessible one cell data into number of columns
A£B) NO

_A9. How to identify an academic website by using which extension name

A).Com B)..in CYacin  D).gov.in

120. Write our College web site name WILD- ¢ c,}__g_,g] k AL -in

\,Z'l/. Vlookfip function is used to

earch the data in Different sheets

B) Totaling the data same sheet C) None

2. Searcl images in Internet using which website
A) Pixabay b) images C) videos D) None
. Conditional formatting available in
A) Word B')'éxcel C) Power point D) Internet

75{. Mergg-Cell option available in which application
Ei) Excel C) Both D) None

5. P;V itle option used to
AYrepeat same headings in every page B) Remove background C) Both D) None

Signature of Stu
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1. What is the short cut key to create a New Blank Document
A) CTRL + B B) CTRL + C \2TCTRL + N D) CTRL +P
.2’ Feature of MS Word helps to create a list in a document
A) Word At 3 Bullets & Numbering C) Word wrap D) None

\A. What is the shortcut key to Find a particular word in word document
A) CTRL+Y  \BJCTRL+F C) CTRL + R D) CTRL + H

% ;K/ Which of the following is the short cut Key of Open an Existing Presentation
W CTRL+ 0O B)CTRL+ C C)CTRL + N - D)CTRL+P

3( Which feature is used to make selected sentence 10 All Captital Letters or All Small Letters ?

A) Change Letter - B) Change Sentence  C) Change Case  \.BYChange Word

\6~ We can start MS POWERPOINT by typing _in the Run Dialog box.
A)powerpoint B)power C) power point \papowerpm
\}/ We can apply borderto
A) Cell B) Table C) Paragraph Py All of these

8 The options Potrait and Landscape comes under __

A) Paper Size B) Page Orientation C) Page Layout \P¥Page Rotation
\Jf,/ Which of tl'n: following to justification align the text on both the sides-left and right of margin?
(A) Belanced (B) Right wrﬁstiry (D) Balanced
‘1,15 In Microsoft Word, you can select heading level styles from tab

\},yMajlings B) Reference C) Insert D) Home



1. What is the Intemet?
A) Type of Browser B) A Folder C) Collection of websites \ P¥Networks of Network

12. Which of the following can you do online? Select all that apply

A) Pay bills B) Sent and Receive Mails ~ ©) Watch movies
R Which of the following is NOT a web browser?

A) Google Chrome  B) Microsoft Edge & ﬁ::l-‘ ox D) Windows
M. Drive is used for

A) To stores Doc filesB) To Store Sheets  C) To Store presentations J2)-Adl of the above

™ All of the above

15. Filter option available in which menu
A) Formula Menu  \ByData Menu \ai"ic\* Menu D) None
1 J6. Type of Charts in Excel
\ArBar Chart B) Line Chart C) Column Chart D) None
[}{':Hcm to find present date and time using which function
A)Upper() \BWNow()  C)Sum()  D)Sin()
i 18. Is it possible one cell data into number of columns

\ M VesB) NO

19, How to identify an academic website by using which extension name

A).Com B) .in \.Q‘J{c.in \je.}—:gov.in

*20. Write our College web site name _WlAllil. CS4Sg k.2C.iN

21" Viookup function is used to
A) Search the data in Different sheets \ B¥Totaling the data same sheet C) None
\Zi.liSearch images in Internet using which website
Mi.xabay b) images C) videos D) None
‘. Conditional formatting available in
,é)rWon.i : B) Excel » C) Power point D) Internet
_w. Merge Cell option available in which application
A)Word  \ByExcel  C)Both D) None
7. Print Title option used to
A) repeat same headings in every page B) Remove background C) Both D) None

D T mna M
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VT./ What is the short cut key to create a New Blank Document
A) CTRL+B B) CTRL+ C C)CTRL+NV" D) CTRLAP

Feature of MS Word helps 1o create a list in a document
C) Word wrap

D) None™

A) Word Ar B) Bullets & Numbering

ord in word document

4. What is the shortcut key to Find a particular w
D) CTRL+H

A) CTRL+Y B) CTRL + F*~  C)CTRL+R
esentation

g is the short cut Key of Open an Existing Pr
D) CTRL + P

P
4. Which of the followin
B) CTRL + C, C)CTRL +N

A) CTRL + OV~

é/ Which feature is used to make selected sentence 10
B) Change Sentence C) Change

in the Run Dialog box.

All Captital Letters or All Small Letters ?

A) Change Letter Casev~" D) Change Word

6 We can start MS POWERPOINT by typing

A)powerpoint B)power C) power point D)powerpnt™"
\]f " We can apply border to
A) Cell B) Table C) Paragrapit™X D) All of these””

\Q?L The options Potrait and Landscape comes under
B) Page Orientation  C) Page Layout™™ D) Page Rotation

A) Paper Size
h the sides-left and right of margin?

\9./Which of the followin,

g 1o justification align the text on bot

(A) Balanced (B) Right (C) Justily & (D) Balanced
i\}i [n Microsoft Word, you can select heading level styles from tab
/ A) Mailings B) Reference C) Insert D) Home —




‘_)*(Whal it the Internet”
4 o .
A) Type of Browser  B) A Folder  C) Collection of websines  [)) Netweorks of Network

l}{%kh of the following can you do online” Select all that apphy

A) Pay bills B) Sent and Receive Masls  C) Watch movies
JA. Which of the following is NOT a web browser?

A) Google Chrome  B) Microsoft Edge  C) FireFox D) Windows
‘Imive is used for

A) To stares Doc files B) To Store Sheets  C) To Store presentations D) All of the zbove ™™
\.V.{Fih'er option available in which menu , :

A)FormulaMenu  B)DataMenu™  C)ViewMens D) Nome
J# Type of Charts in Excel

A)Bar Chart B) Line Chart C) Column Chan™” D) Nome
J7. How 1o find present date and time using which function

J/Upperﬂ B) Now(pM  C) Sumi() D) Sind)
. Is it possible one cell data into number of columns

1) Al of the zbove

"

V/A; Y4 B) NO
9. How to identify an academic website by using which extension name

A).Com B) .in C) ac.in*" D) .gov.in
20./W:ilc our College web site name W Ww -C SES- “ 9C al M
‘}I./Vlookup function is used to

A) Search the data in Different sheets'”™  B) Totaling the data same sheet () Nome
){Scarch images in Internet using which website
A) Pixabay ¥ b)images  C)videos D) None
*%i. Conditional formatting available in
: | A) Word B) Excel () Power point v D) Internet
%‘l, Merge Cell option available in which application
A)Word™  B) Excel C) Both D) None

. 5‘; Print Title option used to
A) repeat same headings in every page B) Remove background C) Both D) None

Signature of Student

Pl



sAAC 1 C (11 Cyelel

CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS)

”6‘9 GOVT. KALASALA
,a-"'/ Enter to Learn — Leave to Serve @

2.5 Jangareddigudem, Eluru Dist &)
Phone : 08821-225310, Visitusat: www cstsgk.ac.in f}*’éﬂw*—’%b

|.com

45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS USING MS-OFFICE
DATE & TIME ghlio-zg 1:5-0‘

REGDNO:&133C¢20n096
NAME OF : ol o] ;ROUP: Lﬁ_ﬂ}hﬁ‘fj
OF THE STUDENT : P ¢ dlaj YEAR & GROUP:
act3

‘14\ What is the short cut key to create a New Blank Document

A) CTRL + B BYCTRL + C C)CTRL+N D) CTRL + P
"_i;( Feature of MS Word helps to create a list in a document
A Word Art B) Bullets & Numbering ~ C) Word wrap D) None

word in word document

5& What is the shortcut key to Find a particular
¢yCTRL +R D) CTRL + H

A) CTRL+Y B)CTRL +F

4  Which of the following is the short cut Key of Open an Existing Presentation
ATCTRL+0O B) CTRL+ C C)CTRL+N D) CTRL +P
sentence to All Captital Letters or All Small Letters ?

\_/ Which feature is used to make selected
D) Change Word

A) Change Letter ~ B) Change Sentence (¥ Change Case

'\)(6 We can start MS POWERPOINT by typing in the Run Dialog box.
| A)powerpoint B)power C) power point D)powerpnt
/1. We can apply borderto __
A) Cell B) Table C) Paragraph Dy All of these
\-f{ The options Potrait and Landscape comes under
A Paper Size B) Page Orientation  C) Page Layout D) Page Rotation
\#. Which of the following to justification align the text on both the sides-left and right of margin?
(A Balanced (B) Right (C) Justify (D) Balanced
QO. In Microsoft Word. you can select heading level stylesfrom __ tab
By Reference C) Insert D) Home

A) Mailings



\Ll./ What is the Internet?

A) Type of Browser B) A Folder C) Collection of websites  PrNetworks of Network

‘7@- Which of the following can you do online? Select all that apply.

A) Pay bills B Sent and Receive Mails  C) Watch movies
)é Which of the following is NOT a web browser?

A)Google Chrome  B) Microsoft Edge C) FirecFox D) Windows

\),}é. Drive is used for
P

D) All of the above

AY To stores Doc files B) To Store Sheets  C) To Store presentations D) All of the above
\154 ilter option available in which menu
A) Formula Menu  ByData Menu C) View Menu D) None
67 Type of Charts in Excel

A) Bar Chart B) Line Chart Cy Column Chart D) None
)Q/. How to find present date and time using which function
Ay Upper()  B) Now() C)Sum() D) Sin()
\)( Is it possible one cell data into number of columns

Ay YesB) NO
Q(é. How to identify an academic website by using which extension name
| A).Com By .in C) .ac.in D) .gov.in

b site name ¢ § TS Galt- D2 gaed e Ladeo( e

)@. Write our College we

\ZK‘V’Iookup function is used to

A¥ Search the data in Different sheets B) Totaling the data same sheet C) None

%g. Search images in Internet using which website

A) Pixabay pyimages ~ C)videos ~ D)None

5{3. Conditional formatting available in
A) Word B) Excel 7 Power point D) Internet

xk{. Merge Cell option available in which application

A) Word BY Excel C) Both D) None

\%. Print Title option used to

A) repeat same headings in every page B) Remove background C) Both D) None

) Qo Lodt
ignature of Student
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1. What is the short eut key to create a New Blank Document

A) CTRL + B B) CTRL + C GICTRL + N D) CTRL + P
{- Feature of MS Word helps to create a list in a document
A) Word Ant B) Bullets & Numbering wurd wrap D) None

‘.( What is the shorteut key to Find a particular word in word document
A) CTRL +Y B) CTRL + F EC€TRL + R D) CTRL + H

\(. Which of the following is the short cut Key of Open an Existing Presentation
A)CTRL + O B)CTRL+ € C)CTRL+N P‘)’("I'Rl, +P

‘ﬂ, Which feature is used to make selected sentence to All Captital Letters or All Small Letters ?

&J Change Letter B3) Change Sentence  C) Change Case D) Change Word
% We can start MS POWERPOINT by typing in the Run Dialog box.
A)powerpoint B)power Lypower point D)powerpnt
« 7. Wecanapply borderto
A) Cell B) Table C) Paragraph DAl of these

"lf The options Potrait and Landscape comes under

A) Paper Size B) Page Orientation Cf Page Layout D) Page Rotation

¢ Which of the following to justification align the text on both the sides-left and right of margin?

(A) Balanced (B) Right (C) Justify (DY Balanced
£0. In Microsoft Word, you can select heading level styles from tab
A) Mailings B) Reference C) Insert D,yﬁgme



u{r‘l‘ - What is the Internet?
A) Type of Browser B) A Folder L‘g@m‘tion of websites D) Networks of Network

\1Z. Which of the following can you do online? Select all that apply-
B) Sent and Receive Mails C) Watch movies le of the above

A) Pay bills
]{5. Which of the following is NOT a web browser?
A) Google Chrome  B) Microsoft Edge FireFox D) Windows
A Drive is used for
A) To stores Doc files B) To Store Sheets  C) To Store presentations M[ of the above
b4 Filter option available in which menu
' C) View Menu Q)MNone

A) Formula Menu B) Data Menu

1€, Type of Charts in Excel "
A) Bar Chart B) Line Chart ("f‘ﬂlumn Chart D)/Nﬂﬂf

r\,ﬂ How to find present date and time using which function

A) Upper() {}I’Now{] C) Sum() D) Sin()
J8Is it possible one cell data into number of columns

AV YesB)NO
. 19. How to identify an academic website by using which extension name

A).Com B) .in (‘/ﬁ;c.in D) .gov.in
\20. Write our College web site name __ A (gt I W CStS‘jk -ac-n

s, 21. Vlookup function is used to
stgarch the data in Different sheets

W22 ‘Search images in Internet using which website
Amxabay b) images C) videos D) None

Qﬁ’. Conditional formatting available in
A)Word  PB)Excel  CyPower point D) Internet

\,211 Merge Cell option available in which application
A)Word  B)Excel  OyBoth  D)None

bZ{ Print Title option used to
repeat same headings in every page

{None Fﬁ )

BT otaling the data same sheet

B) Remove background C) Both D) None

R.C me desw 0ai
Signature of the Student
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NAME OF THE STUDENT : rm@{mwj@ﬂ?hk & GROUP: 2"“‘; RR-HET

1. What is the short cut key to create a New Blank Document C (.)

AVCTRL+B  B)CTRL+ € \GCTRL+N  D)CIRL:P
y Feature of MS Word helps to create a list in a document (’ )Y )
‘M/ Word Art B) Bullets & Numbering C) Word wrap D) None

37 What is the shortcut key to Find a particular word in word document C .5 )
A) CTRL+Y - BYCTRL+F C)CTRL + R D) CTRL + H

4 Which of the following is the short cut Key of Open an Existing Presentation C A .)
\/(‘;CTRL* 6] B)CTRL + C C)CTRL +N D)CTRL +P

"\ “Which feature is used to make selected sentence to All Captital Letters or All Small Letters ? C i ';
A) Change Letter B) Change Sentence Q‘i/ Change Case D) Change Word

-6 We can start MS POWERPOINT by typing " in the Run Dialog box. (" 1) )

A)powerpoint B)power C) power point ypowerpnt

J/We can apply border to C D’J :
A) Cell B) Table C) Paragraph .D(M[ of these

\D./ The options Potrait and Landscape comes under C 2
A) Paper Size ﬁﬁ’age Orientation C) Page Layout D) Page Rotation

. ﬁ., Which of the following to justification align the text on both the sides-left and right of margin? C C_)
(A) Balanced (B) Right N?)/Justify (D) Balanced

-\1,0./1-11 Microsoft Word, you can select heading level styles from tab C C‘)

A) Mailings B) Reference /Qf Insert D) Home

-



.}1/_ What is the Intemner?

¢ DD

A) Type of Browser B) A Folder ~ C) Collection of websites \B‘){:lworks of Network

\J2. Which of the following can you do online? Select all that apply. (1 D
‘A) Pay bills B) Sent and Receive Mails ) Watch movies M All of the above
. Which of the following is NOT a web browser? D
A) Google Chrome B) Microsoft Edge  C) FireFox Dj/Windows

UA Drive is used for )

- A) To stores Doc files BY To Store Sheets  C) To Store presentations All of the above
. Filter option available in which menu (B)
A) Formula Menu ﬁﬁata Menu C) View Menu D) None

?_ﬂ\Type of Charts in Excel b

A) Bar Chart B) Line Chart C) Column Chart \B‘)/None
\,Vf How to find present date and time using which function CB
A) Upper() "Brl\/low{) C) Sum() D) Sin()

M‘E.il;}mssiblc one cell data into number of columns (ﬁ)

&) Yes B) NO
9. How to identify an academic website by using which extension name C ()
A).Com ;- B) .in \C{ac.In D) .gov.in )
' \
20, Write our College web site name m CetS gk.0c. "
\%Wlnokup function is used to (' Pg)

Jﬁearch the data in Different sheets B) Totaling the data same sheet C) None

¥26 Search images'in Internet using which website CP;)
Kﬁixabay b) images C) videos D) None
\Zﬁjonditiona] formatting available in Cg) r
A) Word ,B)'éxce] C) Power point D) Internet
\%Merge Cell option available in which application CC')
A) Word B) Excel Zﬁoth D) None
Lé ;"rint Title option used to (-h
}9()/ repeat same headings in every page B) Remove background C) Both D) None

Signature of Student
M EVIRNTA a‘ﬂ’ﬁ“&
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"
VEAR & GROUP: ﬂMEﬂ

SDAYS
REGD NO : 2\23£&20\0\q

NAME OF THE STUDENT : L Vewkaka_ Azavind

i. What is the short cut key 10 create a New Blank Document

A) CTRL+B B)CTRL + C CYCTRL +N D)CTRL+P
\%' _ Feamrcof MS Word helps to create a list 1 document
A) Word An B) Bullets & Numbernng C) Word wrap D) None

in word document

~J.'/-“1ml is the shortcut key to Find a particular word
D)CTRL + H

A) CTRL+Y B)CTRL +F C)CTRL+R

hort cut Key of Open an Existing Presentation

\ 4 Which of the following is the s
C)CTRL+N D) CTRL+P

A)CTRL+O B)CTRL + C

is used to make selected sentence 10 All Captital Letters or All Small Letters ?

" Which feature

A) Change Letter  B) Change Sentence C) Change Case D) Change Word
6 We can start MS POWERPOINT by typing in the Run Dialog box.

A)powerpoint B)power C) power point D%owerpm
Y 4 We can apply border to

A) Cell B) Table C) Paragraph D%I of these
' 'l -'Ihe options Potrait and Landscape comes under

D) Page Rotation

BY Page Orientation C) Page Layout

_A) Paper Size
‘\l}/ Which of the following to justification align the text on both the sides-left and right of margin?
(A) Balanced (B) Right (C) Justty (D) Balanced
\}8./ In Microsoft Word, you can select heading 1eytyl¢s from tab
C) Insert D) Home

A) Mailings B) Reference



“11. What is the Internet?

A) Type of Browser B) A Folder  C) Collection of websites D) Networks of Network
\12. Which of the following can you do online? Select all that apply. i
A) Pay bills B) Sent and Receive Mails ~ C) Watch movies  D)'All of the above

\13” Which of the following is NOT a web browser? »
) Google Chrome  B) Microsoft Edge  C) FireFox D) Windows

. Drive is used for \/
A) To stores Doc filesB) To Store Sheets  C) To Store presentations D) All of the above
15/ Filter option available in which menu
\"f Formula Menu B}é:na Menu C) View Menu D) None
~ Type of Charts in Excel /

.&) Bar Chart B) Line Chart C) Column Chart D) None
NIJ./ How to find present date and time using which function

A)Upper) B)Now() ~ C)Sum()  D)Sin0)
‘lﬁ\i}possible one cell data into number of columns

A) YesB) NO
19./How to identify an academic website by using which extension name
A).Com B) .in C)%.in D) .gov.in

Mrile our College web site name WW\A’ . C,”;.% Sﬂk .al,wn
1. Vl&up function is used to

A) Search the data in Different sheets

\,2’{ Search images in Internet using which website

B) Totaling the data same sheet

A) Pixabay b) images C) videos D) None
%Conditional form\?l'mg available in
A) Word B) Excel C) Power point D) Internet

VgMerge Cell option available in which application

A) Word B) Excel C) Both D) None

‘\m’rim Title option used to

A) repeat same headings in every page B) Remove background

C) None

C) Both D) None

| Vewnkafa Ao

Signature of Student
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NAME OF THE STUDENT : Mm_a%ygnpzam& YEAR & GROUP: Miq

~A. What is the short cut key to create a New Blank Document

A) CTRL + B B) CTRL + C C)CTRL+N D) CTRL + P
A Feature o‘f_ﬂs Word helps to create a list in a document
A) Word Art B) Bullets & Numbering ~ C) Word wrap D) None

?Q. What is the shortcut key to Find a particular word in word document
A) CTRL +Y B) CTRL + F C)CTRL +R D) CTRL +H

4. Which of the following is the short cut Key of Open an Existing Presentation
A)CTRL + O B) CTRL + C C)CTRL +N b{CTRL +P

Nﬁ Which feature is used to make selected sentence to All Captital Letters or All Small Letters 7

A) Change Letter  B) Change Sentence C) Change Case D) Change Word

_6¢ We can start MS POWERPOINT by typing in the Run Dialog box.
v
A)powerpoint B)power C) power point D)powerpnt
/7. We can apply border to
/
A) Cell B) Table C) Paragraph D) All of these
8. The options Potrait and Landscape comes under
v
A) Paper Size B) Page Orientation C) Page Layout D) Page Rotation
\,5{ Which of the following to justification align the text on both the sides-left and right of margin?
e
(A) Balanced (B) Right (C) Justify (D) Balanced
w. BMicmsaﬁ Word, you can select heading level styles from tab

A) Mailings B) Reference Q) Insert D) Home



‘bi. What is the Internet?

it
A) Type of Browser B) A Folder () Collection of websites D) Networks of Network
. +12. Which of the following can you do online? Select all that apply. R
A) Pay bills B) Sent and Receive Mails  C) Watch movies D) All of the above

<}3. Which of the following is NOT a web browser?
A) Google Chrome  B) Microsoft Edge  C) FireFox ﬁ’w"“d“ws
\1 A. Drive is used for e
A) To stotes Doc filesB) To Store Sheets ~ C) To Store presentations D) All of the e
~J&. Filter option available in which menu
A) Formula Menu BT[’)aln Menu C) View Menu D) None
~J6. Type of Charts in Excel
ﬁ‘ﬁﬂr Chart B) Line Chart C) Column Chart D) None
~17. How to find prefgl. date and time using which function
A) Upper()  B) Now() C) Sum() D) Sin()
8. 1s infossiblc one cell data into number of columns
A) YesB) NO

\_19. How to identify an academic website by using which extension name
-
A).Com B).in C) .ac.in D) .gov.in
\20. Write our College web site name CsTs gk gov: “"‘

\% Vlookup function is used to

A) Search the data in Different sheets B) Totaling the data same sheet C) None

\IQ/.Search images in Internet using which website
A\i,;ixabay b) images C) videos D) None

23 Conditional formatting available in A
A) Word I‘S’Excel C) Power point D) Internet

Q{/Merge Cell option available in which application
A) Word B) Excel C\}/I;olh D) None
Mrini Title option used to
Aﬁpeat same headings in every page B) Remove background C) Both D) None

=S

Signature of the Studen
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Feedback form

Feedback form on certificate course on "Data Analytics Using Ms-Office”

ch aceount et

keatyarajeshcse@gmail.com S

* Reguired

Ernail *

Mame of the Student

Regd. Mo

Your answer

Year & Group

This certificate Course is useful 1o You

O ‘fes

O w

How much Knowledge you got after completion of this Course

O Basic Level

|D Maoderate Level

() High

This kind of programs you will require further

—~
( es

OND




This certificate Course is useful to You |D Copy

8 responses

® ves

® No
How much Knowledge you got after completion of this Course |D Copy
& responses

@ Basic Level

@ Moderate Level
@ High




This kind of programs you will require further |_|:| Copy

8 responses

® Yes
® No

Any other Suggestion

7 responses

Thank you sir. | learnt lot.
Thank you sir

No more suggestions
Nothing to say

| am impressed with their particular practice classes.Recommend Students to take up class here it's very
nice place to learn.

Knowledgeable computer teaching staff good infrastructure & excellent placement staff. | like it.

They are very supportive class were really nice. 365" trer oS00 $D306

| am impressed with their particular practice classes.

Recommend students to take up class here it's very nice place to learn.

Knowledgeable computer teaching staff good infrastructure & excellent placement staff.I'm mostly
improved sir .



