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DEP
ARTMENT o COMPUTER SCIENCE MEETING & RESOLUTION
Dt : 27-10-2023.
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3 . eetin
and made a re - Department of Computer Science with other Colleagues conducted a m g

Solution to the effect of the following agenda.

Agenda:

1. Discussion on Conducting “DATA ANALYTICS THROUGH MS-WORD & MS-
7 EXCEL”certificate course with NACC norms.
2. Arrangements for the Certificate course to be taken care of.

Minutes & Resolution:

1. Conduction of Certificate Course.
2. Successful Completion.
3. Student Attendance.

Thank You Sir,
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E-Mail : jangareddigudem.manan & gmail.com

REQUEST FOR PRINCIPAL PERMISSION

DEPARTMENT OF COMPUTER SCIENCE
28-10-2023.

Respected Sir,

Sub: Request for Permission to commence “DATA ANALYTICS THROUGH MS-WORD

gll N;?-EXCEL” Certificate Course is conducting to Departmenty of Computer Science on
-11-2023. g

SRk

Department of Computer Science proposed to conduct a “DATA .-\NAL\.'TIC S
THROUGH MS-WORD & MS-EXCEL”Certificate Course on 01-10-2023. We are going to
explain and educate about how to use MS WORD & MS EXCEL Software in Present days to
students in our college. It is very useful program to get Knowledge for Office-Works. So. Please
Permit to Conduct this Program.

Thank You Sir,

IGNATURE OF THE STAFF
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The Depar
“DATA ANALYTI partment of Computer Science is going to conduct a
CS THROUGH MS-WORD & MS-EXCEL” from 01-11

a 45 days -
certificate .
course. Therefore all the staff members and students are info

NAAC : C (1 Cycle)

PATHI SIVAJI TRI SATA JAYANTHI (CSTS)

GOVT. KALASALA
J Enter to Learn - Leave to Serve m
phiil.goareddigu dem, Eluru Dist X p’
E-Mfls-z '1'-2253 10, Visitusat: wiw.cstsgac.i e
il : jangareddigudem.manaty@gmail.comt e

DEPARTMENT CIRCULAR

Dt : 28-10—2023.
e ok e ok e

certificate course on
-2023 to 15-12-2023,

rmed and

requested to
attend the Inaugural function at 10.30 AM on 01-11-2023.

Thank You all,
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Brief Note on DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL :

Data analytics through MS-Word and MS-Excel involves leveraging these widely-used office
productivity tools for basic data analysis and reporting. In the initial phase, MS-Excel serves as a
platform for exploratory data analysis, facilitating data cleaning and formatting to ensure accuracy

and consistency.

/00077,

<l/

It further enables the calculation of descriptive statistics, offering insights into the essential
characteristics of the dataset. The visualization capabilities of Excel allow users to create charts

and graphs, providing a visual representation of data trends and patterns.

Moving to MS-Word, the focus shifis to report generation and effective communication of

insights. Users can compile their findings, trends, and statistical results into comprehensive reports

using Word's document formatting features. This not only aids in summarizing key information

T but also ensures a structured presentation for clarity.

¢

Additionally, MS-Excel's pivot tables come into play for data summarization and aggregation,

Y

offering a condensed overview of critical data points. The accessibility and familiarity of these
tools make them valuable for quick, ad-hoc analyses, and scenario evaluations, catering to
individuals with basic spreadsheet skills in various professional settings. While these applications

may not replace advanced analytics tools, they provide a user-friendly entry point for those

seeking to conduct meaningful data analyses efficiently.

0 Gl Gl & 4 o ¢
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Data analytics through MS-Word and MS-Excel involves utilizing these ubiquitous office tools for

5 basic data exploration and reporting. MS-Excel serves as the initial platform for data cleaning,
= exploratory analysis, and visual representation through charts. It enables the calculation of
= descriptive statistics and supports quick, ad-hoc analyses. MS-Word complements the process by
= facilitating report generation, allowing users to communicate insights effectively. These tools,
=3 with their accessibility and familiarity, offer a user-friendly approach for individuals with basic
e skills, making them valuable for small-scale analytics and scenario evaluations in diverse
‘“ professional settings.
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This certificate course is very uscful for our college students who are studying in Bachelor of Arts

(B.A), Bachelor of Commerce (B.COM) , Bachelor of Science (B.SC & BZC) all groups of 1 Year
students. This course tenure is 45 days and course started on 01-11-2022 and ends on 16-12-2023. After

completion of course students will gain knowledge on Office work.
While Microsoft Word and Microsoft Excel are primarily used for word processing and spreadshect
tasks, respectively, they can be utilized for basic data analytics and reporting. flere are some potential

objectives for using MS Word and MS Excel in data analytics:

1. **Data Cleaning and Formatting:**

- Use Excel to clean and format raw data.

- Remove duplicates, correct errors, and ensure consistency in data prescntation.

2. **Data Exploration:**

- Utilize Excel for basic data exploration using features like sorting, filtering, and conditional

formatting.

- Create simple charts and graphs to visualize trends and patterns in the data.

3. **Descriptive Statistics:**
- Use Excel functions to calculate basic descriptive statistics such as mean, median, mode, and

:—,:‘ standard deviation.
y - Generate frequency distributions and histograms.

4. **Data Aggregation and Summarization:**

- Aggregate data using Excel functions like SUM, AVERAGE, COUNT, ctc.

- Create pivot tables in Excel to summarize and analyze large datascts.

5. **Data Visualization:**
- Use Excel charts and graphs to visually represent data trends.

- Create dashboards or summary reports in Word to communicate key findings.

6. **Trend Analysis:**

- Use Excel to create trendlines and analyze historical data.

- Identify and interpret patterns in the data over time.
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7. **Data Companson

- Compare datascts using bxeels comparison funcbiond

- Highlight differences amnd sumilaritios Petween Jatasets

L

L AW
K Scenano Analysis
L:-vcrhi! 0Ors

‘ = "
= Use Dacel 1o pertomm what-if" analysis by changing variables andd observmg i

T COTYICS

. Assess dHYorent scenanos and their implications

9 **Ropuowt Generatson *°
- Create professaonal reports in Word that inglude data msrghts, analy iz, and vicualratons.

- Use Word to present findings in a sructured and readable format

LR

10, **Data Vahidaton
. Epsure dats sccuracy and reliabibty by using el data vahdation features

- Impicmeont chocks 1o sdentily crTon of inconanione s i the Jata

nt 1o raote that while Word and Excel can be ;mwcrtul tools For batic Jut araly b,
more advanced anahos ks may roquire dedicated analytics sotiware like Mbiwrosof Power B
Tablesu, of programummg langusges bhe Python of R Noncthelesa, tor smaller-icale promcts armd

Quick analywes, Word znd Facel canbe sy aluable resourve
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I. Exploratory Data Analysis:
€nsuring data consistency.

2. Descriptive Statistics:

D

n

Leverage the functionalities of MS-Excel to explore and clean raw data, addressing errors and

Utilize Excel functions to calculate basic statistical measures, providing a comprehensive
understanding of the dataset's characteristics.

Visual Representation:

Create charts and graphs in Excel to visually represent data trends, facilitating a clearer

understanding of patterns.

Report Generation:
Utilize MS-Word for comprehensive report creation, summarizing key findings and insights

derived from data analysis.

Insight Communication:
Effectively communicate data-driven insights to a broader audience through the structured
presentation of results in MS-Word.

Trend Analysis:
Use Excel's trendline and chart features to analyze historical data and identify and communicate

basic trends.

Data Summarization:

Employ Excel's pivot tables to efficiently summarize and aggregate data, providing a condensed
view of key information.

Quick and Ad-hoc Analysis:
Conduct rapid analyses in Excel for quick insights, making it suitable for smaller datasets or

situations requiring immediate results.
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DEPARTMENT OF COMPUTER SCIENCE

DAYWISE REPORT OF CERTIFICATE COURSE
ON
“DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL”

OBJECTIVE:
This certificate course is very useful for our college students who

(BSO),
Bachular of Commerce (BCOM) & Bachelor of Arts (B.A) all

tenure is
45 days and course started on 01-1 1-2023 and ends on 16-

will gain knowledge on

1. Protection against Data Breaches.
2. Prevention of Financial Loss.
3. Preservation of Reputation.
4. Compliance with Regulations.
5. Business Continuity.
6. Protection of Intellectual Property.
7. Prevention of Disruption.
8. Safeguarding Personal Privacy.
9. National Security.

10. Global Economic Stability.

arc studying in Bachelor ot Scier |
groups of I Year students. This cour

12-2023. After completion of course st

DAYWISE REPORT

S.NO DATE TOPIC COVERED PROOF OF CLASS

Introduction of Computer, Notepad

1 01-11-2023 . :
Operation using Keyboard

ent
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2 02-11-2023 Review on Notepad, Usage of Word
pad using Keyboard shorteuts
3 03-11-2023 Practice of Shortcuts of Word pad
4 04-11-2023 Introduction to MS Word and usage
of short cuts
5 06-11-2023 Resume Preparation using MS
Word
6 07-11-2023 Practice of Resume Preparation
Tay ftan Pronarati o1 “
7 08-11-2023 I'ax Invoice Preparation using MS
Word
8 09-11-2023 Tax Invoice Practical in MS word
9 10-11-2023 Practice of Table Creation
10 11-11-2023 Practice of Table Options
11 13-11-2023 Watermark l’rc.p:u:nlion & Page
Borders
Page Ieaders & Page Footers,
12, || #91=2023 Table of Contents preparation
13 15-11-2023 Auto Correct, Securing word file
14 16-11-2023 lll‘l‘O(.lllC(l.()ll to Power !mmt,
Animation Preparation
Dy H 2t
15 17-11-2023 Practice on prep.:u‘ltmn on
Presentation
16 18-11-2023 Time setting an('l custom :mh‘mumn
on PowerPoint Presentation
17 20-11-2023 Introduction to Ms- Excel
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18 | 21-11-2023 Student Marks Statement
Preparation in Excel
19 | 22-11-2023 Data Sort and Split cell data to
Columns, Subtotals in Exccl
20 | 23-11-2023 Practical Excrcisc_on Pay slip
Preparation
21 | 24-11-2023 Data Validation, _Filtcr and Table
Options in Excel
22 | 25-11-2023 Stopping Ih(_: Dynamic Cell Address
in Ms Excel
23 | 27-11-2023 Goal Seek, anditional Formatting
in Excel
24 | 28-11-2023 Data Annlysis_donc using Functions
in Excel
Practical Exercises on Functions
-11-2
29 | ROShIEZ025 and Goal Seek
26 30-11- Charts Preparation, Pivot Charts
2023 and VLookup function
27 | 01-12-2023 Practical E:crmscs mlﬂVLuokup.
Pivot Charts
28 | 02-12-2023 Usage of. Internet, Search Engines ;
like Chrome, MSN Y
B
Mail id creation, Drive usage
q_ ) L} st
29 104-12:2023 Google Sheets, Documents
30 | 05-12-2023 Compose Mail, S!rflm Ff)lflcr. Trash
Folder, pixabay site
31 07-12-2023 Web Browsing
LJ
32 | 08-12-2023 Social Media
33 09-12-2023 Online Security
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34 | 11-12-2023 E-commerce
35 | 12-12-2023 Cloud Computing
36 13-12-2023 Internet of Things (1oT)
37 | 14-12-2023 Digital Divide
38 15-12-2023 Email Protocols
39 | 16-12-2023 Email Security
40 18-12-2023 Email Marketing
41 19-12-2023 Spam and Filtering
42 | 20-12-2023 Email Encryption
43 | 21-12-2023 Email Clients
44 | 22-12-2023 Future Trends
45 | 23-12-2023 Web Brosing
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CERTIFICATE

!4

JANGAREDDIGUDEM. ELURU DIST.A.P
CERTIFICATE

DEPARTMENT OF COMPUTER SCIENCI
DATA ANALYTICS THROUGH

__MS WORD & MS EXCEL_____

This is to certify that _________ - bearing }
successfully

CSTS GOVT KALASALA 1 JANGAREDDIGUDEM g
- i

Regd.No _____________ of _ _________ group had
completed certificate course in “DATA ANALYTICS THROUGH/ ‘

MS WORD & MS EXCEL” offered by the Department of Computer

Science and secured a grade

&7 -Sirgrl;a;uré ofthe Sighature;éfthrer \ |

G &b COURSE MENTOR PRINCIPAL
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MS WORD @ MS EXCEL

PRis isotocertify thar bearing
SERdaNO . e group had Successfully &

e in  “DATA ANALYTICS THROUGH /
MS WORD & MS EXCEL” offered by the Department of Computer

di
Science and secured a grade "

completed certificate cours
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This is to certify that
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completed certificate course in “DATA ANALYTICS THROUGH /
MS WORD & MS EXCEL” offered by the Department of Computer °

Science and secured a grade

________________________ bearing
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NAME OF THE STUDENT :

NAAC : C (31 Cycle)

CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS)
GOVT. KALASALA

Enter to Learn — Leave to Serve

Jangareddigudem, Eluru Dist
Phone : 08821-225310, Visit us at : www.cstsgk.ac.in \"/\
E-Mail : jangarcddigudem.manatva gmail.com ==

//z——‘_R\

45 .
DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
REGD NO -

DATE & TIME :

YEAR & GROUP:

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

A) CTRL + B B) CTRL + 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

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

Which of the following is the short cut Key of Open an Existing Presentation

A)YCTRL + O 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 B) Change Sentence C) Change Case D) Change Word

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

A)ms word B)winword  C) msword D)word

We can apply border to

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

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
10. In Microsoft Word, you can select heading level styles from tab
A) Mailings B) Reference C) Insert D) Home
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- What is the Internet?

A 'I‘ o) ~
) Type of Browser B) A Folder C) Collection of websites D) Networks of Network

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
- Which of the following is NOT a web browser?
A) Google Chrome  B) Microsoft Edge  C) FireFox D) Windows
4. Drive is used for
A) To stores Doc files B) To Store Sheets  C) To Store presentations D) All of the above
Filter option available in which menu
A) Formula Menu  B) Data Menu C) View Menu D) None
16. Type of Charts in Excel
A) Bar Chart  B) Line Chart C) Column Chart D) All of the above
17. How to find present date and time using which function
A) Upper() B) Now() C) Sum() D) Sin()
18. Is it possible one cell data into number of columns

A) Yes B) NO

15.

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

21. MS Excel is a

A) Database Management software B) Presentation software C) Workbook software D) Spreadsheet software

22. Search images in Internet using which website

A) Pixabay b) images C) videos D) None
23. Paragraph formatting available in

A) Word B) Excel C) Power point D) Internet

24. Merge Cell option available in which application

A) Word B) Excel C) Both D) None
25. is a collection of cells organized in rows and columns where you keep and manipulate the data.
A) Workbook B) Worksheet C) Spreadsheet D) ARRAY

Signature of the Student
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Jangareddigudem, Klura Dist
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SDAYS CERTIFICATE COURSE ON DATA ANALYTICS T UROUGH MY-WORD & M- LXCE

REG C e ,
IDNO: (6 OATE & TIME 1212 22 = Yaptenitn

iy

NAMIE O 1111 o ‘ X .
MI5 Ol FHIE STUDENT ‘/“ ,{',-{\(r‘ G Y",/\“M“"-”'”'TJ ,’,'/,_['C’.i’”/’[‘

r;) /) )

low (¢
What is the short cut key to orento o New Blank Document oot

A) CTRL 1y ) CTRE 1 C KT CTRE N pycrrL e\ )T
2 Fenture of MS Word helps to create o list ina document [: f’,
A) Word Art U)/llullclr. & Numbering !y Word wrap ) None

Y.
3. What is the shorteut key to Find a paiticulnr word in word document L ¢, \

A) CTRL 1Y JYCTRL T ) CTREL HR D) CTRIEL VT

=4
4. Which of the following is the short cut Key of Open an Lixisting Presentation [-’! \ B

XY CTRL 1O 3) CTRL + C C) CTRL N D) CTIRE + 1

5. Which feature is used to make selected sentence to All Captital Letters or Al Small Letters ? [ C \

A) Change Letter 13) Change Senlence Q)/(‘Imn;',c' Cnse D) Change Word
6. Wo can start MS POWERPOINT by typing in the Run Dialog box. ‘- 10 -&
A)ms word drfﬁvinwnr(l ) msword Dyword '
7. We can apply border to o [: O 1
A) Cell B) Table C) Paragraph DY All of (hc«,‘(‘:
8. ‘I'hec options Potrait and Landscape comes under - L (> -1
A) Paper Size JyPage Orientation ) Page Layout D) Page Rotation p
9. Which of the following to justification alipgn the text on both the sides-leN and vight of margin®? F/\-]
LAY Balanced (13) Right (C) Justily (D) Balanced -
10. In Microsoft Word, you can sclect heading level styles from b (_{\ :j
& Mailings B) Reference C) Insert D) Home
e S — — .
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Il What is the Internct? [./Qj

A) Type of Browser B) A Folder C) Collcetion of websiles \P()thworks of Network

1 : >
2. Which of the following can you do onlinc? Sclcct all that apply. [_/9 3

A) Pay bills B) Sent and Receive Mails  C) Watch movics 2§ All of the above
13. Which of the following is NOT a web browser? ,EO/]

A) Google Chrome  B) Microsoft Edge  C) FireFox Apa’Windows
14. Drive is used for ,

A) To stores Doc files B) To Store Sheets  C) To Store presentations BJ All of the above
I5. Filter option available in which menu Ot &

A) Formula Menu  B)DataMenu  C) View Mcnu J2f None
16. Type of Charts in Excel E D/j/

A) Bar Chart B) Line Chart C) Column Chart &) All of the above
17. How to find present date and time using which function C B:J

A) Upper() -3 Now() C) Sum() D) Sin()
18. Is it possible onc cell data into number ofcolumnsM]

A7 Yes B) NO
19. How to identify an academic website by using which extension name M/
A).Com B) .in Y .ac.in D) .gov.in

20. Write our College web site name _| Il I\, C sk . ac :l’/

21. MS Excel is a 5‘2 IQQA-S‘\Q(’"’ SOJ)‘I(QOQYE

{ software B) Presentation software C) Workbook software \D)/Spreadsheet software

A) Database Managemen

22. Search images in Internet using which website [_ %

A) Pixabay rb’)/images C) videos D) None

23. Paragraph formatting available in C ﬁa
\X{Word B) Excel C) Power point D) Internet

24. Merge Cell option available in which application /[/(‘)
A) Word B) Excel CrBoth D) None

25 is a collection of cells organized in rows and columns where you keep and manipulate the di@m/ F

A) Workbook \BﬁVorksheet C) Spreadsheet D) ARRAY

A SOl
Slg,nalur vét the Student
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AL TULRIAS BAS L8

45 DAY

C‘“/\ ‘

[ : S CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
N i T L DATE & TIME : 13 -2 - 2003 (¢-5.)
;;E
_j\

;\

NAME OF THE STUDENT : (7. Musnd l/_,{';;/g)?/ - YEAR & GROUP: % Ypu1 /5.t
1.~ What is the short cut key to create a New Blank Document _ /
A) CTRL +B B) CTRL+ C ~C)CTRL + N p)yCTRL+P ()
2. _____ Feature of MS Word helps to create a list in a document
f‘f\ A) Word Art ’lﬁ Bullets & Numbering C) Word wrap
\ 3. What is the shortcut key to Find a particular word in word document
\b A) CTRL +Y ~B) CTRL + F C) CTRL +R D) CTRL+H
L}’ 4. Which of the following is the short cut Key of Open an Existing Presentation Dq j\, /
“A) CTRL + 0 B) CTRL + C C) CTRL + N D) CTRL + P
Which feature is used to make sclected sentence to All Captital Letters or All Small Letters ? >
~ .
» A) Change Letter ~ B) Change Sentence C) Change Case D) Change Word e | %
> We can start MS POWERPOINT by typing in the Run Dialog box. £5 J‘_\-
> A)ms word “B)winword  C) msword D)word
d 7. We can apply border to )
s e [D]V
A) Cell B) Table C) Paragraph ’5) All of these [1

ns Potrait and Landscape comes under
8. The optio . ZB‘] )
B) Page Orientation  C) Page Layout D) Page Rotation

wion align the text on both the sides-leftand right of margin?

A) Paper Size

Which of the following to Jjustific

e s ge I
(A) B']hnu’d (B) Rli.!h[ (C) .’ll\!l['\- (M Balanced ECJ v,
10 In Microsoft Word, you can select heading level styles from _tab )
n , )
A) Mailings B) Reference C) Insert D) Home [”J,’N\*
i
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| = Wich of the llowing e you S0 onlineT Seaczall datspely. | P N
{ P e > > N N ~ . s N - ST
! ) Pay belds B) Reet ond Receive Mals O Wagh moves D) Al ofithe above
s D7

)} iR '5‘ Wirndows
ians D) All of the above
“aw Manu D) Nene

D) All of the sbove

1=toa sosazme C) Workbook seiware ) Spreadsheet software

> T L < ~toe— yImO Y
22. Search images in Intemet using W

-

) Pixzbay 'ﬁ:;_g:s C)videos D)None [ ] U

23. Paragraph formaning available in _—
- A /"
) Word B) Excel C) Power point D) Intemet J B 1V
24 Merge Cell option available in which application [C J o £
i

w

A) Word B) Excel -0 Both D) Non

; nectinn of cells orgznized in rows and columns where you keep and manipulate the data.

Worksheet  C) Spreadsheet D) ARRAY r B/_l v/

A) Workbock { Yy

Signature of the Student
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CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS)
GOVT. KALASALA

Enter to Learn — Leave to Scrve /’:-T\&
Jangareddigudem, Eluru Dist ;
=>4

Phone : 08821-225310, Visit us at : wwaw.cstsgk.ac.in

E-Mail : janpareddivudem.manatvie gmail.com
RD & MS-EXCEL

45
DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WO
4 & L-0o fo 5-00
DATE & TIME :_] 3 @ -

YEAR & GROUP:1 3! B3¢

2f )

REGDNO: pg
NAME OF THE STUDENT : furwchewrt- Tulasi_ Lalshmi

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

CYCTRL+N

1.
D) CTRL +P

A) CTRL +B B)CTRL+ C
2. Feature of MS Word helps to create a list in a document

A) Word Art ,EjBuHe(s & Numbering C) Word wrap D) None M
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 |5 28
4. Which of the following is the short cut Key of Open an Existing Presentation

AfCTRL+0 B) CTRL + C C) CTRL+N D) CTRL + P M/

Which feature is used to make selected sentence Lo All Captital Letters or All Small Letters ?
B) Change Sentence j})/Change Case D) Change Word /é/()/

in the Run Dialog box.

5.
A) Change Letter

6. We can stat MS POWERPOINT by typing
D)word

A)ms word ,B)/winword C) msword
7. We can apply border to
A) Cell B) Table C) Paragraph P All of these {:9%/_

Potrait and Landscape comes under

,K)Page Oricntation C) Page Layout M

1 the text on both the sides-left and right of margin?

g@ﬁuslil‘y (D) Balanced /M/

ng level styles from tab

D) Home 6 Q k

8. The options
D) Page Rotation

A) Paper Size
9. Which of the following to justification alig

NBalanced

10. In Microsoft Word, you can select headi

,é)/‘Maih'ngs

(B) Right

B) Reference C) Insert
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11, What is the Internet?

A) Type of Browser  B) A Folder  C) Collection of websites o Networks °""“"’°"/Q9))/

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

. Which of the following is NOT 2 web browser?

A) Google Chrome  B) Microsoft Edge  C) FireFox Pg/\’/indows/QQ%/

14. Drive is used for

A) To stores Doc files B) To Store Sheets  C) To Store presentations p)/All of the above/({‘o)/

15. Filter option available in which menu

A) Formula Menu  B) Data Menu C) View Menu P’/N“e CE%—
16. Type of Charts in Excel

A) Bar Chart B) Line Chart C) Column Chart P)/All of the above g,D;/

17. How to find present date and time using which function

A)Upper) JBfNow()  C)Sum()  D)Sin() /(/@/

18. Is it possible onc cell data into number of columns

_K) Yes B) NO

19; How to identify an academic website by using which extension nam

e
A{Com B) .in dac.in D) .gov.in M

=
20. Write our College web sitec name _ (4242447 - r5—£$3 K.ae<1n

21. MS Excel is a . /(/9;)/

A) Database Management software B) Presentation software C) Workbook software /D)/Spreadsheet software

P )/
22. Search images in Internet using which website (”

A) Pixabay /b'ﬁ'nagcs C) videos gg\lone

23. Paragraph formatting available in

NWord B) Excel C) Power point D) Internet W/

24. Merge Cell option available in which application
.
A) Word B) Excel )Zﬁéoth D) None cc

is a collection of cells organized in rows and columns where you keep and manipulate the data

g

25.

A) Workbook p{Worksheel C) Spreadsheet D) ARRAY (

\

- o
A ulast % !
Signature of the Student

A) Pay bills B) Sent and Receive Mazils  C) Watch movies D)/A” of the zbove /(/Qa/
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CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS)
GOVT. KALASALA
I'nter to Learn ~ Leave (n Serve //q‘ -'.:\\

Jangareddigudem, Eluru Dist :
* N4

Phone : 08R821-225310,  Visit us at ;v ealsgh e 1n
[-Mail : I:Hn‘.{l\‘('«hl‘;mh,nl AN i TIRS LA

45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
| f £ ey }” =
REGDNO:_ Hh H . DATE & TIME : 3iniz3 U 16 S
NAME OF THE STUDENT : 1~ Qeundl ol YEAR & GROUP: I~ V.-(2it_
’
" _ ' Q
1. What is the short cut key to create a New Blank Document {_ C J,/ i
A) CTRL+ B B)CTRL + C “C)CTRL + N D) CTRL + P X\ 7 a0
2. _ Feature of MS Word helps (o create a list in a document [‘H | B 2
A) Word An Vg) Bullets & Numbering C) Word wrap D) None -
< . : [ 1
3. What is the shortcut key to Find a particular word in word document I G }
A) CTRL+Y ”Yf)(,'TRL +F €) ETRL. ¥R D)CTRL+ H
4. Which of the following is the short cut Key of Open an Existing Presentation i, f.\ i
Y CTRL + O B) CTRL + C C) CTRL + N D) CTRL + P
5. Which feature is used to make selected sentence to All Captital Letters o¢ All Small Letters 7 ; -C f
A) Chanpge Letter B) Change Sentence ) Change Casec D) Change Word o
6. We can start MS POWERPOINT by typing _ in the Run Dialog box / K 12 -
P - " 4 0 \\\
A)ms word vYB)ywinword C) msword Dword N
7. Wecanapplyborderto [ D : i
A) Cell B) Table C) Paragraph "'6) All of these
8. The options Potrait and Landscape comes under __ B f .f@ =
= J
A) Paper Size “8) Page Orientation  C) Page Layout D) Page Rotation
0 Which of the following to justilication align the text on both the sides-lefl and richt of margin? | - \
(A) Balanced (B) Right "I’E ) Justify (D) Balanced e 4
10. In Microsoft Word, you can celect heading level styles from ___ —r } ,,/r' J p
e ! ; = e "
‘X) Mailings B) Reference C) Insert D) Home X
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r 11, What is the Internct? / ' D ] =8

A) Type of Browser  B) A Folder  C) Collection of websites V() Networks of Network

Dl

12. Which of the following can you do online? Sclect all that apply.
D) All of the above

A) Pay bills B) Sent and Reccive Mails — C) Watch movics
13. Which of the following is NOT a web browser? Z T) / i

A) Google Chrome  B) Microsoft Edge C) FircFox 13) Windows
14. Drive is used for [ D 17 i

A) To stores Doc files B) To Store Sheets C) To Store presentations ") Al of the above

15. Filter option available in which menu L D N
C) View Menu ) None ™\

A) Formula Menu B) Data Menu
' r Dj -

16. Type of Charts in Excel
A) Bar Chart B) Line Chart C) Column Chart D) All of the above

17. How to find present date and time using which function L D ]//
A) Upper()  B)Now() C) Sum() D) Sin()
LAl

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

A) Yes B) NO /
19. How to identify an academic website by using which extension name E D’J ’\\
A).Com B) .in C) .ac.in \4/ ) .gov.in 2

20. Write our College web site name wWWW, &Slfq’li aa - }1’\ [‘ j/

[B]—

ftware ‘ﬁ; Presentation software C) Workbook software "I{Spreadsheet software

21. MS Excel is a

A) Database Management s0O

ich website L @j ~—

22. Search images in Internet using wh

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

23. Paragraph formatting available in [‘A j e

A) Word B) Excel C) Power point D) Internet

24. Merge Cell option available in which application E C/j A

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

25,

A) Workbook “B/)Worksheet C) Spreadsheet D) ARRAY
MJ‘LO b o f .

Slgndlurc of the Student

is a collection of cells organized in rows and columns where you keep and manipulate the data [‘Igh
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Jangareddigadem, Eluru Dist /@9%
Phone : O8821-225310,  Vislt us at @ www,colsgkoac.in W
1-Mail ¢ ungreddigodenpmmut vl empil.com g

A5 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
DATE & TIME : 2, =42 = 2%

REGDNO: 10D
NAME OF THIE STUDENT V-’l\?‘m«‘m ‘\[,,fdu D YEAR & GROUP: @e( T o6 Yeos

I, What is the short cut key to create a New Blank Document r/[/} (/

A) CTRL 1 13 B)CTRL 1 C CYCTRL I N D) CTRL + P
2. v Feature of MS Word helps to create a list in a document ()‘/f"/]

A) Word Art BYBullets & Numbering C) Word wrap D) None
3. What is the shorteut key to Find a particular word in word document W{(

A) CI'RL+Y BYCTIRL+F C)CTRL+ R D)CTRL + H

Which of the following is the short cut Key of Open an Existing Presentation C

4.
C)CTRL + N D) CTRL + P

/\)('IRLIO B)CIRLAY C
5. Which feature is used to make selected sentence to All Captital Letters or All Small Letters ? )}Cj/

B) Change Sentence  C) Change Casc D) Change Word

in the Run Dialog box. R

D)word

A) Change Letter
6. We can start MS POWERPOINT by typing _ _

A)ms word })wmwor(l C) msword
7. We can apply border to _}/0—)

‘.\Q: Ay Cigbis C) Paragraph D) All of these
8. The options Potrait and Landscape comes under /\2/

/lj’l’agc Orientation  C) Page Layout D) Page Rotation

I\/ A) Paper Size
- ‘ 9. Which of the lollowing to justification align the text on both the sides-leftand right of nmruin?w

(B) Right (C) Justily (D) Balanced

.\mll WBalnnccd
‘ 10. In Microsoft Word, you can select heading level styles from tab
Vl . —

D) Home

— A) Mailings B) Reference C) Insert
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L1 What is the Internet? /{‘/ﬁ‘)

A) Type of Browser .B)A Folder  C) Collection of websites pchtworksanclwork

&
: X -
12, Which of the following can you do online? Selcct all that apply- j-/‘ﬂ
A) Pay bills B) Sent and Receive Mails — C) Watch movics D)y Al of the above

13. Which of the following is NOT a web browscer? [e3=2
A) Google Chrome  B) Microsoft Edge })’ﬁrcl-‘ox D) Windows
14. Drive is used for ;D’
A) To stores Doc filesB) To Store Sheets  C) To Store presentations P/)//ill of thc above
15. Filter option available in which menu CroON=2—
A) Formula Menu  B) Data Menu_ C) View Menu Dy None
16. Type of Charts in Excel I;}ﬂ/
A) Bar Chart B) Line Chart C) Column Chart ,H{AII of the above
17. How to find present date and time using which function D’-,a/
A) Upper()  BYNow() C) Sum() D) Sin() - (
18. Is it possible one cell data into number of columns J/-A;_r/
AyYes B) NO o ;
19. How to identify an academic website by using which extension name 53‘393*’

yﬁasm B).in C) .ac.in D) .gov.in ) i

=5

20. Write our College web site name 1-01) (‘_%6":% E.ac.%n _— (

— g
- ey ,
A) Database Management software B) Presentation software C) Workbook software B)épreadsheet software

22. Search images in Internet using which website C_(%
A) Pixabay _b) images C) vidcos D) None

23. Paragraph formatting available in &,&3—4

A) Word B) Excel %wer point D) Internet
24. Merge Cell option available in which application r,_fﬂ/ ;

A) Word B) Excel  €)Both D) None

21. MS Excelis a

25 is a collection of cells organized in rows and columns where you keep and manipulale the dala,@bi—}/

A) Workbook Wcrksheel C) Spreadsheet D) ARRAY

Signature of the Student
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S DAYE CEITIFICATE COUIHE ON DASA ANALY I ICH SIILOUGH M- WS e 115 SACKL

]GO 1 - D00 ano\ao 4 (65 ] el DATE B ANALL L 10 2
o
NAME OF TS 10011 a4l G g / e Gt 1, [,
Lo Whantds the short e bey o coente n Heve lank Document / /,
A) CLIL, 11 1y ¢ L [N ES N PR |
. , e
2, Veature of ME Word helps (o create oo list in o docunent y / /
A) Waord Al 1 [sullers & Humbering, C) Word wiag 12) Hone
Voo Whintis the shorteat key to Find w particalar veord in word docarpent

A) CTIEL Y WA L 1 [SY LN N LY PR 1 )T

A, Which ol the following i the short et Koy of Open an Ezisting Presentation

AATCTRE O 1)y, 1 C)CTig, v 1) 1]

[

5. Which feature 15 used (o mnke sclected sentence to Al Captital Letters ar A1 Small | etters
A) Chanpe Letter 13) Chanpe Sentence CF Change Case 1) Change 4 ord
6, We can start M5 POWERPOINT by typing, | inthe fun Dialog bz,

A)ms word Byvinword — C) muword D)yviord

7. We can apply border to

A) Cell 1) Table C) Parapraph ATVAN of thene

8. The options Potrait and Landscape comes under

A) Paper Size $) Pape Orientation  C) Page Layour 1) Page Rotation

shdes<1ef and t|},’(ﬂ ol g
() 15atanecd

9. Which of the tollowing 1o justification alipn the (exe on hotly (e
(A) Balanced (17 1t (C) Justily

10. In Microsoft Word, you can select heading level styles from

A) Mailings /ﬁ) Reference C) Insert

ab

D)y Tlome
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11. What is the Internet?

/

D lwo—rks of Network

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

12. Which of the following can you do onlinc? Select all that apply- "_/
A) Pay bills )})§:m and Receive Mails  C) Watch movies

13. Which of the following is NOT a web browser?
A) Google Chrome  B) Microsoft Edge  C) FircFox /D)/Wﬂow{/

14. Drive is used for .

A) To stores Doc filesB) To Store Sheets ~ C) To Store presentations _P 6f the above
/B)/N}z s

D) AMw above
==

D) All of the above

15. Filter option available in which menu
A) Formula Menu B) Data Menu
16. Type of Charts in Excel
A) Bar Chart B) Line Chart C) Column Chart

17. How to find present date and time using which ﬂ%z
A) Upper() Now() C) Sum() Yy SO

18. Is it possible one cell data into number of columns
A) Yes B) NO ””<
19. How to identify an academic website by using which extension nameA

A).Com B) .in C) .ac.in D) .gov.in —~

20. Write our College web site name W \/\) [/\) » C StS@ k - L M

C) View Menu

21. MS Excelis a ?<
A) Database Management software &) Presentation software C) Workbook software D) Spreadsheet software

22. Search images in Internet using which website /
A) Pixabay bYimages  C) videos D) None

23. Paragraph formatting availablejp/
Mord C‘f}/ower point

24. Merge Cell option available in which application

B) Excel D) Internet

A) Word B) Excel SBoth By None

25. is a collection of cells organized in rows and columns where you keep and manipulate the data

A) Workbook ~ B) Worksheet  C p/readsh/eel D) ARRAY

Signature of the Student
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10. In Microsoft Wo
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45 DAYS CEITIFICAT S, COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL

DATE & TIME : 12~ |9 - 909 %

YEAR & GROUP: [ (2,5¢ émn(x,ln,,)

What i4 the short cut key to create a New Blank Document { C / l Zj

Ay CTRI. | 1) CTRL A, C. G CTRL Y N D) CTRL 4

feature of MS Word helps to create a list in a document ( ('j
A) Word Art 13) Bullets & Numbering (/)/Wnrd wrap D) Nonu y -

What is the shortcut key to Find a particular word in word document [ o] 1 /

A) CIRLLHY U«(H{l + I CYCTRL + R D) CTRL 1+ H

Which of the following is the short cut Key of Open an [xisting Presentation { [’\’]/

AYCTRI A (€ B) CTRL + C C)CTRL + N D) CTRL + P

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

[c]
B) Change Sentence C Kmn[,(, Case D) Change Word /

in the Run Dialog box. FQ 17L

D)word

Ol

A) Change Letter
We can start MS POWERPOINT by typing.
A)ms word -H’)/winwurd
We can apply border to __

13) Table

C) msword

(@]
C) Paragraph

DY Al of these

(0] 4

B) Page Orientation  C) Page Layout Dy Page Rotation
ng Lo justification align the text on both the sides-leftand right of margin? [—_C ]

(13) Right ((_/llslll) (D) Balanced
DJZ

A) Cell
The options Potrait and Landscape comes under
A) Paper Size
Which of the followi

(A) Balanced
rd, you can select heading level stylesfrom _— tab

B) Reference C) Insert llomc

A) Mailings
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L1, What is the Internet? [‘r)‘] /"

A) Type of Browser  B) A Folder C) Collection of websites
—r~ 1
oply. [ 3]

12. Which of the following can you do onling? Select all that 2
f3) Sent znd Heceive Mails €y Watch movifs
OT a web browser? [f) l - -

Dy Windowrs

A) Google Chrome
presentations .W/AH of the zbove

14, Drive is used for [D_J
A) To stores Doc files B3) To Store Sheets i rﬁ

15. Filter option available in which menu [D—J
C) View Men D) None

A) Formula Mcnu B) Data Menu i
(o] —

16. Type of Charts in Excel
Mil of the above

A) Bar Chart  B) Linc Chart C) Column Chart
(] —

17. How to find present date and time using which function

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

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

2 Yes B) NO
nsion name rC —7} :
:—/‘2/

19. How to identify an academic website by using which exte

B).in C) .ac.in D) .gov.in
0 —
//

A).Com
20, Write our College web site name _ (0. € si 53(4 Mo Pdia

21.MSExcelisa ED] /
assheet sofiware

are B) Presentation software C) Workbock scftware DY Spre

A) Pay bills

13, Which of the following is N
[3) Microzoft fdpe C) FireFox

A:)fatabase 1anagement softw
22, Search images in Internet using which website [@] ~—<
D) None

bf)/i-mages C) videos

A) Pixabay
(ARl—"

23, Paragraph formatting available in
D) Intemet )

A{Word B) Excel C) Power point
24. Merge Cell option available in which application EG] T

By Excel C) Both D) None
is a collection of cells organized in rows and columns where you keep and manipulate the data
nd manipulate the dat

//_

25
B) Worksheet ~ C) Spreadsheet D) ARRAY
0
\< . %(’(_L\ l<O
Signature of the Student

A) Word
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CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS)
GOVT. KALASALA
)
3
&

Enter 1o Learn — Leave (o Serve
Jangareddigudem, Eluru Dist
Phone : 08821-225310, Visitusat: wavw.cstsgk.ac.in =
E-Mail : ianparcddigudem.manatvizgmail. com ==
& MS-EXCEL

45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD
DATE & TIME : 13-(2-2022

REGD NO :
NAME OF THE STUDENT : cH-ckanr? Sdi_Chacdibo YEAR & GROUP: _1,'35,&@3"_?“1"7)
. What is the short cut key to create a New Blank Document C/

A) CTRL + B B) CTRL+ C JCTRL+N D) CTRL + P

__ Feature of MS Word helps to create a listin a document
\‘D)/None

B) Bullets & Numbering C) Word wrap ]
rd document E(BJ /

A) Word Art

3. What is the shortcut key to Find a particular word in wo
BYCTRL + T C)CTRL+R D) CTRL+H /

ng is the short cut Key of Open an Existing Presentation [(\3
C)CTRL+N D) CTRL+P

A) CTRL+Y

4. Which of the followi

A CTRL + O

5. Which feature is used to make selected sentence to All Captital Le
B) Change Sentence Y Change Case

A) Change Letter
6. We can start MS POWERPOINT by typing . in the Run Dialog box. E{}] S{
D)word B

/

tters or All Small Letters ? [::Cj

D) Change Word

B) CTRL + C

A)ms word ~B’5;vinword C) msword
7. We can apply border to
A) Cell B) Table C), Paragraph ) All of these
omes under EQ/ ‘

8. The options Potrait and Landscape ¢

\Baﬁ’age Orientation C) Page Layout
align the text on both the sides-left and right of marain?

(D) Balanced

D) Page Rotation

=<

A) Paper Size
following lo'iusliﬁcmion

9. Which of the
(o Balanced (B) Right (€ Justily
10. In Microsoft Word, you can select heading level styles from tab EQ\R
C) Insert D) Home

Mailings B) Reference
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1. Whae . |
1. What is the 1me . e {
R
Aalivyveof S —~ l
I 0 Do g - ~ — g . g x
s ¥\ Folder O Colection ofmeiws \D!Namwons RHAN OIS {
1D 1=
<. WS of ke fallaee . ¥
of the following can you S0 onlimeT Select 2l 553 209 £Fo)
Al Pz =i = -
s¥ ous R) Se—r 23 - & % P o
B) Sec: 2=3 Recene M2k O Warh movs OF All of i above
- ~ -

=
13. Which of the Sallaws
hich of the followins is NOT 2 wed drowsesY 8

A) Google Cirome B) Macrosofit Edge
12 Dove is used o “/er‘j/
Dex fil < C) To Store prossiznions Qrallofthe 2bove

B) Da= Menz O Ve
?,(:\Ii of the shove

)
17. How to find presenz darz and U T
. i 3 < ch fendiren }“C\'j
A) Upper) BT Now) &) SumQ D) Si=0 e
-

ac2 imto mumber of columas TR

18. Is it possible onz cell datz
s Yes B)NO
19. How to ideatify an = i ; usin ich extension name Iz
A).Com B).in Gf.sc.in D) .gov.in
12 name _WidlA - CSthk- G-L”aﬁ/

y

[ﬁj —

20. Write our College web s

21. MS Exceiis 2
dtﬁ)a‘zsase Mznzgement SCTWETE 8) Prssentaien somazre C) Workback safware D) Spreaashestsofwars
in Internet using which website EGJ_7/\

A) Pixabay i:j/images C) videos D) None
23. Paragraph formaning available in [C:] 94

A) Word B) Excel Q)/Po“er point D) Internet
ption available in which application

&7 Both D) None

is organized in rows and columns whe

22. Search imagss

24, Merge Cell 0

‘A) Word B) Excel

is a collection of ca! re you keep and manipulate the data. EB‘J
ol

25.

A) Workbook \a’)//Wcrksheet C) Spreadsheet D) ARRAY

CH-clon® s& chandka .

Signature of the Student
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CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS)
GOVT. KALASALA

FEnter to Learn — Leave to Serve lf—-’-‘:\ \E
Jangareddigudem, Eluru Dist @/
: T
Phonc : 08821-225310, Visit us at : www.cstsgk.ac.in o
E-Mail : jangarcddicudem ananat v/ pnmail.com s

45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL

DATE & TIME :___
YEAR & GROUP:JQ" B-Coam

1. What is the short cut key to create a New Blank Document 66/)/

CADCTRL + B B) CTRL+ C CYCTRL+ N D) CTRL + P
2. Feature of MS Word helps (o create a list in a document C/A!M

REGD NO :

= 6
NAME OF THE STUDENT : _Sgnde \/aishnaVi

—AJ Word Art B) Bullcts & Numbering C) Word wrap D) Nonc

3. Whalt is the shortcut key to Find a particular word in word document C/rﬂ’)/
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 @\4/

_AYCTRL+O 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 ? ’Q-DZ/\

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. {Ba/

A)ms word —Bjwinword  C) msword D)word
7. Wecanapply borderto @3
A) Cell B) Table C) Paragraph _D)y#ll of these
8. The options Potrait and Landscape comes under ____/Qé))/
A) Paper Size ,@/Page Orientation ..&rPage Layout D) Page Rotation
9. Which of the following to justification align the text on both the sides-left and right of mnrgilw
(A) Balanced (B) Right LEYTUstily (D) Balanced -
10. In Microsoft Word, you can select heading level styles from tab b }>_<
- [§
A) Mailings B) Reference C) Insert _D¥Tome -
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NAAC : C (1 Cycle)

CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS)
GOVT. KALASALA

Enter fo Learn — Leave to Serve f—:ﬁ
Jangareddigudem, Eluru Dist B
Phone : 08821-225310,  Visit us at : www.cstsek.ac.in w
\ E-Mail : jangareddigudem.manatvia gimail.com ST A=l
45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
REGD NO ; DATE & TIME :

I6) 5
NAME OF THE STUDENT : _Sgnde v/aishnaVr YEAR & GROUP: _4° B.com_

I. What is the_short cut key to create a New Blank Document @/ @

@CTRLHa B) CTRL + C _CYCTRL + N D) CTRL + P
Feature of MS Word helps to create a list in a document C/‘\M
/k)/Word Art B) Bullets & Numbering C) Word wrap D) None

3. What is the shortcut key to Find a particular word in word document (Q/)/
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 (ﬂ/)//
’(AQ:CTRL +0 B)CTRL+ C C)CTRL+N D) CTRL+P

5. 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

6. We can start MS POWERPOINT by typing _____ in the Run Dialog box. 43

A)ms word ,/B‘)/Winword C) msword D)word
7. Wecanapplyborderto @a
A) Cell B) Table C) Paragraph _DyAll of these
8. The options Potrait and Landscape comes under ____/@ﬂ/
A) Paper Size /@/Pagc Orientation &yPage Layout D) Page Rotation
9. Which of the following to justification align the text on both the sides-left and right of mnruilw
(A) Balanced (B) Right LerTustily (D) Balanced ’
10. In Microsoft Word, you can select heading level styles from tab (b }\_/\
A) Mailings B) Reference C) Insert _D¥yHome =
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18.

Vsl
DY Yes B) NO @/

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

..}dfngm B) .in ,@ac,in D) .gov.in i

20. Write our College web site name

21. MSExcelisa______. (f_‘))

22.

/@Pixabay _byimages C) videos D) None

23.

24.

25.

A) Workbook

- What is the Internct? @9{

- Which of the following can you do online? Select all that apply.
2)7(!1 of the above

- Which of the following is NOT a web browser? CP—)

A) Type of Browser B) A Folder  €) Collection of websites ~_Dyetworks of Netwghk

A) Pay bills B) Sent and Receive Mails ~ C) Watch movies

A) Google Chrome  B) MicrosoftEdge _C)-FireFox D) Windows
- Drive is used for )/
A) To stores Doc filesB) To Store Sheets  C) To Store presentations /Eﬂll of the above

- Filter option available in which menu C
A)Formula Menu  B) Data Menu m Menu D) None

. Type of Charts in Excel @a/
A) Bar Chart  B) Line Chart C) Column Chart DY All of the above

- How to find present date and time using which function Cf))
A) Upper()  B) Now() C)Sum()  _DBySin()

Is it possible one cell data into number of columns

MDA CSTS?\M - al- Gur\/

A) Database Management software B) Presentation software/QrWorkbook sofhvare@preadsheet software

e

Search images in Intemet using which website

Paragraph formatting available in CM

A) Word /ijxcel C) Power point D) Internet

Merge Cell option available in which application /@
A)Word __BYExcel /@Eoth D) None

is a collection of cells organized in rows and columns where you keep and manipulate the data@

}B) Worksheet  C) Spreadsheet _DYARRAY

Signature of the Student
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45 DAYS CE
S CER
TIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
DATE & TIME:_{2 [(3 |22

._\_S‘k' -.Cchq@,

REGDNO: 37
AME OF THE STUDENT : _sheS\ Bosheexa

YEAR & GROUP:

' e
Whalt is the short cut key to create a New Blank Document CC:)

B) CTRL+ C “ZJ CTRL + N D) CTRL + P

A) CTRL+ B
2. :
____ Feature of MS Word helps to create a list in a document CBB
A) Word Art '\E)/B ullets & Numbering C) Word wrap D) None
particular word in word document EB] /

3. What is the shortcut key to Find a
A) CTRL+Y  BfCTRL+F C) CTRL+R D) CTRL + H /

4. Which of the following is the short cut Key of Open an Existing Presentation C{\J
C)CTRL+N D) CTRL+P

) CTRL + 0 B) CTRL + C
ence to All Captital Letters or All Small Letters ? ~C9//

5. Which feature is used to make selected sent
Change Case D) Change Word

A) Change Letter B) Change Sentence
6. We can start MS POWERPOINT by typing in the Run Dialog box. CBD §<

A)ms word \B@vinword C) msword
\ﬁ All of theSe

7. We can apply border to
B) Table C) Paragraph

A) Cell |
and Landscape comes under C /
D) Page Rotation :

8. The options Potrait
\B)/P;ge Orientation  C) Page Layout
gn the texton both the sides-lelt and right of margin?

A) Paper Size
9. Which ofthe following lojusiiﬁcalion ali
ﬁBalanccd (B) Right (C) Justily (D) Balanced
ou can select heading Jevel styles from _7__ tab E@A
) Home

10. In Microsoft Word, ¥ o
nsert
A) Mailings )

D)word

B) Reference
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I'l. What is the Internet? l (J)/
A) Type of Browser B)A Folder € Collection of websitcs \”/thworks of Network

12. Which of the following can you do online? Select all that apply. CD)‘/

A) Pay bills B) Sent and Receive Mails — C) Watch movies S Allioriheabore I
13. Which of the following is NOT a wcb browser? CC; =

A) Google Chrome  B) Microsoft Edge Oﬁi"”:ox RRL
14. Drive is uscd for CD:B -—
A) To stores Doc files B) To Store Sheets  C) To Store presentations \.D)//\” Oflhc ARGNE

I5. Filter option available in which menu CQ_)
A) Formula Menu B) Data Menu C) View Mcnu \D)/Nanc !

16. Type of Charts in Excel @3 /"‘
A) Bar Chart B) Linc Chart C) Column Chart @{—]l of the above

I7. How to find present date and time using which function ( ‘ >j/

A)Upper() BfNow() C)Sum()  D)Sin()
18. Is it possible one cell data into number of columns E—P\-) // 1

B Ves B) NO ;
19. How to identify an academic website by using which extension name CAQL
\Mf&m B).in C) .ac.in D) .gov.in

o
20. Write our College web site name 1oww), CS<4Sk-aC So
21. MS Excel is a . [@ e

A) Database Management software B) Presentation software C) Workbook softwarP\/O/Spreadabeat software

22. Search images in Internet using which website E_b) VL

"NWJElﬂ_,_,M__-,¢¢,m.,__~p*-

A) Pixabay ) images C) videos D) None
23. Paragraph formatting available in C 3 A
A) Word \‘fkg_/E-xccl J Power point D) Internet™
24. Merge Cell option available in which application CCD .
A) Word B) Excel Oﬁolh D) None
25. is a collection of cells organized in rows and columns where you keep and manipulafe the data.
A) Workbook Bf Worksheet  C) Spreadsheet D) ARRAY G Basheer.
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13 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MSWORD & MS-EXCEL

\;\..\ NOQ : r
sra S ~ D DATEETIME: 12 [~ e
i
NAME OF THE <77 e~ .o s - e
=STUDENT: <otk Bicheexn YEAR & GROUP: 1~ Geny =.Con/l
3
‘/‘\\
- -— ram )
"R S e S ort o2t ke 80 creare Blak P \ 7 | I
== ATy 0 o2tz 2 New Blank Docor—e \_C / 1/]/
s T — |
A} CIRL = B B)CIRL= C ‘{'\/L IRL =N D)CIRL+P | /
-~ a 1 f i}
2 Fegture of MIS B ed Bedos to cresre 2 fist in 2 doc ¢ | B / o =
=T O S ViR BESS W GGt 2 I 1o 2 aoCuTent 2 ) = W4
s v//
A) Word A "B} Bellets & Nombering C) Word wrap D) Noae
7 WO s e shorwent key to Find 2 particuter word in word document E:S \ /
/’ —
v e 5 S _ -
A} CTRL = Y S)CIRL + F OCIRL+R DICIRL-H
<. Which of the following i the short at Key of Open 2n Existing Presentation | A /
fe = y of O g L)
LD = DTS . :
)N CIRL-0O BYCIRL-C C)CTRL+N D)CIRL+P
5. Which festrs is used to make selectad sentence 1o All 2ptital Lexters or All Small Letters 2 ‘ jC. g
A) Ceznge Lezer B) Chzoge Sentence CG'".:ze Cass D) Change Word
& We can stamz MS POWERPOINT by nping in the Run Dizlog bo ( _Q 7<
’f
A s word Bwimword C) mswocd D)word
7 We e Zoriy ."C";’a-‘.‘ C —\ N
& Lk S 5E & T gy id
ec Peh e e . B
- ¢
Ay Cell B) Tabke C) Pzragraph ~D) All of theSe

(2]

o >
> arerane Porrsit and | andars PRI g JN SR
! 02 ODOONS FOUAN and Landsa3pe comes uncers
10 /s i
1 1]

/-
~8) Page Orienation C) Page Layout D) Pags Rdtation )

a ) - Qv
A) Pzper Size
_ s I Socs ~ 2 e e adnarctihirating alion thsi y hath the o odax 5 -
9. Which of the following to justification align the text on both the sides-leii and richt of " margin? %\

ustify (D) Balanced

/Szf;‘t::j (B) Right (C)Ju
0 In AG cn= ord. vou can select heading level stvles from
10. In Microsoft Word, you can select heading level styles from
= I ference C) Insert ) Hom=




S

P —_—
! I'l. Whay is the Internet? @/ e

A)T
ype of Browser  1B) A Folder C) Collection of websites

12. Whi . , N
ich of the following can you do online? Select all that apply. CDJ/
C) Waltch movies \VJ)/AH of the above

\J) Networks of Network

-————s.

A pP? e
| . ) Pay bills B) Sent and Reccive Mails
] - Which of the following is NOT a web browser? EC/D i

A)G ; i !

) Google Chrome  B) Microsoft Edge ~Uﬁ;ircrox D) Windows

14. Drive is used for CDA —

Ay e g
| .) T'o stores Doc files B) To Store Sheets  C) To Store presentations \D)//{Il ofthe above

I5. Filter option available in which menu C(Q-) —
\V)ﬁéne

A) Formula Menu  B) Data Mcnu C) View Menu

H

f

4

f 16. Type of Charts in Excel | ) ) //
\P)/A-ll of the above

{" A) Bar Chart B) Line Chart C) Column Chart

| 17. How to find present date and time using which function C_Bj//

{ A) Upper() \Bm-ow() C) Sum() D) Sin()

. 18. Is it possible onec cell data into number of columns E)A\) /

| LT Tes B)NO

19. How to identify an academic website by using which extension name CP‘-JL

\ﬁﬂfc;m B).in C) .ac.in D) .gov.in
I >
|

20. Write our College web site name Lo\, csdgk.ac .
= ——

’ 21. MS Excel is a . EQD —

esentalion software C) Workbook soﬂwarq/))/Spreadsheet software

s NS
e r—————

A) Database Management software B) Pr

22. Search images in Internet using which website Cb) ﬂL

A) Pixabay \tﬁnagcs C) videos D) None

)
’ /
‘ 23. Paragraph formatting available in C/ 3 [74
D) Interne )

A) Word J&ﬁi-xcel 1 Power point

24. Merge Cell option available in which application CCJ )
B) Excel Oﬁo!h D) None / e !
cells organized in rows and columns where you keep and mWe data. ?éj

]

25. is a collection of

A) Workbook VZﬁNorksheel C) Spreadsheet D) ARRAY
&k Poshe
shet €ra.
Signature of the Student

A) Word




e .
= e

CHATRAPATHI SIVAJI TRI SATA JAYAN THI (CSTS)
GOVT. KALASALA
i Enter to Learn — Leave 10 Senve “/:z-\
| - Dist AN
Jangareddigudem, :E\ll\;l\:.‘cglsokuc.in

Phone : 08821-225310, Visitus at:
jeudem.manatva. pmail.com

NALYTICS THROUGH MS-WORD & MS-EXCEL

REGDNO:__ [} DATE& TIME:2 /15 /on 1,100
NAME OF THE STUDENT: __ K . Anitho - YEAR & GROUP: 1°% B.Corn -

E-Mail : jangarcdd

45 DAYS CERTIFICATE COURSE ON DATA A

apputers)
1. What is the short cut key to create a New Blank Document /
A) CTRL+B B)CTRL+ C Z)/CTRL +N D) CTRL +P } 8
2.  Featureof MS Word helps to create a list in a document / 2 5
A) Word Art \BGBullcts & Numbering C) Word wrap Y None
3. What is the shortcut key to Find a particular word in word document _//
A) CTRL+Y JBJ CTRL + F C) CTRL+R D) CTRL + H

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

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

A) Change Letter B) Change Sentence Q{Change Case D) Change Wotd

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

A)ms word ‘Bﬁ/inword C) msword D)word < ——_

7. We can apply border to e
A) Cell B) Table C) Paragraph D5 All of thes?

8. The options Potrait and Landscape comes under —
A) Paper Size \B§Page Orientation C) Page Layout D) Page Rotation

9. Which of the following to justification align the text on both the sides-left and right of marnin"/

@%)/Ba]anced (B) Right (C) Justify (D) Balanced ?\

tab

10. In Microsoft Word, you can select heading level styles from
A) Mailings B) Reference C) Insert »Df‘Home ‘9&

®

(



FE Wit b the fiterner
I'/Auwmlﬂ ol Hetwirh,

AV Lype ol Diovmer A8) A Podider ) Callectimy of v Isies -
12 Wie b of thes follovang con yon e online? Gelett all that npply. )
A) P'ay bills 19) oot e Moeedve Malls C) Walch mnitries lxﬁlf of ”J":/hhfl ye
LEWhicl of the tollowing is 110 0 weels roveser?
A) Cloogrle Cluome 1) Mictosalt Hdge— C) Vireloz 'L’l/“}/”‘,’,”"’“

14, Drlver s used oy

N A) Lo stores Dae Giles 1) To Siore Sheets C) S o fitie presemtationy L Al of ”'/"171""""
i )

(f“l\ LA, Flter ognion nvallable I which imenn ,

r-“l‘ & A) Vonmuln Menu— 15) Data Menu ) Views Memit 1 ione /

Lo Type of Climts In Vacel )
A) g Chaet 1) Line Clint C) Column Chart %U of the shuve -~
P2 How o fid present date aoed time wsing vihich function B
A) Upper() ,Mﬁ!uwl) ') Sinl) 1)) fin()—"
LA T it possible one cell datu into mnphier of colugs
AT Yo 13) Me) ’
19 Haw ta ddentily on scademic veelishte by wsing velhich extension name /

L/ﬁ/fl ‘om 1) .In ) .me,in 1) 420900
7]
20, Wilte our Caollege wely site name LSV C G 1 “,{r/// A v

./”/

20 Mol s g

A) Databiase Manageimenl safleare M‘nmhmnﬂon soltuara Q) Vorkbook softyare .W,'pr:;:vj;rgwf softuare

— 22, Search fmapes In Internet waing vehiel weelisite . /
W
‘J\_ A) Pixabiy ,J{flmm{r"; C) videos 1)) None
l W ,
WL i )
- A4, Paraproph formatting uvailable i”. P /
‘ ) A) Waord 13) Lixcel Vj/l’uwr.-r point D) Internet

24. Merge Cell option available in which application

-

A) Word I3) Lxcel (/ﬁmlh 12) None:

= .
l ) el In a collection of cells arganized J'L’}Y,’ﬂ Al columns whora you kesp and manipulate the data
V N‘-».‘ A) Workbook ) Worksheot C) bprondsheot CJAaRAY
“No P AnT 4-0’1
) Signature of the Student
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45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS USING MS-OFFICE

What is the short cut key to create a New Blank Document L@) A

A) CTRL +B BfCTRL + C C) CTRL+N D) CTRL + P
L’v\_@{d& Feature of MS Word helps to create a list in a document
ﬁa/Wmd An B) Bullets & Numberings C) Word wrap D) None
. What is the shortcut key to Find a particular word in word document (Bj/

A) CTRL+Y BYCTRL +F C)CTRL+R D) CTRL + H

, _ 5
Which of the following is the short cut Key of Open an Existing Presentation ( fd(
AYCTRL+O- 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 L;—b\

Ar)/Change Letter B) Change Sentence C) Change Case D) Change Word -

We can start MS POWERPOINT by typing __{{, __in the Run Dialog box. LC)

A)powerpoint B)power 27§ power point D)powerpnt - ,‘/\

We can apply border to Ang‘u'of (ﬁ)) o

A) Cell B) Table C) Paragraph D{.-mesc .

The options Potrait and Landscape comes under LL) ) <

A) Paper Size B) Page Orientation Qf!’aue Layout D) Page Rotation

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

(A) Balanced (B) Right (eTTustily (D) Balanced

In Microsoft Word, you can select heading level styles from O\qg nb(p&
B) Reflerence C) Insert, A7) Home

A) Mailings

YEAR & GROUP: 9622 ]_g ['QH



11. What is the Internet? L@ 7
Djﬁctworks of Network+

A) Type of Browser B) A Folder ~C) Collection of websites

12. Which of the following can you do online? Select all that apply. L?)//
C) Watch movie /D)/All of the abovel

A) Pay bills B) Sent and Receive Mails
13. Which of the following is NOT a web browser? CC )
A) Google Chrome  B) Microsoft Edge C/{FireFox 8Windows
14. Drive is used for
A) To stores Doc files B) To Store Sheets
15. Filter option available in which menu CD
A) Formula Menu  B) Data Menu
16. Type of Charts in Excel [\))
A) Bar Chart B) Line Chart C) Column Chart ,Bj None
17. How to find present date and time using which ﬁmclion\\:@/‘
A)Upper) DByNowQ) C)Sum()  D)SinQ

18. Is it possible one cell data into number ofcolmnnsC/D/ —

A YesB) NO
19. How to identify an academic website by using which exlension name &AQ/
#Com B).in _Crdcin  D).govin ~

20. Write our College web site name oL - CS*{* S ‘?k, al. 1
[4

21. Vlookup function is used to 7<

A) Search the data in Different sheets B) Totaling the data same sheet Qﬁlone '
22. Search images in Internet using which website ( b) ‘7&

A) Pixabay pyfmages ~ C)videos  D)None
23. Conditional formatting available in k@

A) Word B’éxcel C) Power point D) Internet

24, Merge Cell option available in which application kC_) / —

A) Word B) Excel @ﬁ)lh D) None

25, Print Title option used to LB) /

BO/Removc background C)Both * D) None

(\)\/é‘ﬂ\@la,@\ﬁll hi

Signature of the Student

DQ/AII of the above

C) To Stqre presentations

C) View Menu D/) None

A) repeat same headings in every page -
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S DAYS CERTIFICATE COURSE ON DATA ANALY TICS THROUGH MS-WORD & MS:EXCEL

RIVGI NO) +

DATE & TIME - 3] 122002 4,

045
YEAR & GROUP: (5" (2 50 Clerupabord)

NAME OF THE STUDENT - Liapo. f\\r.\\‘.“ngu\u,

I,

8.

9.

A) Paper Size

(A) Balanced :
10. In Microsoft Word, you can sclect heading level styles [rom ~
) ) S —_ _tab GBU 3
D) Home ' \

&1 Mailings

ced i =

What is the short cut key 1o crente a New Blank Document -
A) CIRL 11y B)CIRL Y C S CTRL TN D) CTRL P f \C
Feature of MS Word helps to create a list in a document (' g\ \\ -
AY Word At B3) Bullets & Numbering C) Word wrap D) None 4
N,
@EP)

What is the shorteut key to Find a particular word in word document
A) CTRLL+Y BYCTRL + F C) CTRL + R D) CTRL + 11

Which of the following is the short cut Key of Open an Existing Presentation (£ )
ATCTRL + O C) CTRL + N D) CTRL + P

Which feature is used to make selected sentence to All Captital Letters or All Small Letters ? ( C )
D) Change Word

B)CTRL 1 C

B) Change Sentence (fff?ll;l:)g:(: Case

__inthe Run Dialog box. LQ 3 \

D)word
©F

- . '
A) All of these

A) Change Letter
We can start MS POWERPOINT by typing
C) msword

~,
A)ms word Mywinword

We can apply borderto

BB) Table C) Paragraph

A) Cell

The options Potrait and Landscape comes under N (ﬂ '\5:)
S — N

D) Page Rotation

A3 Page Orientation  C) Page Layout
slefiand right ol margin? CD

Which of the following to justilication align the text on both the side

(B3) Right (C) Justily (O Balanced

B) Reference C) Insert




T Whatis the Intemnat? [D] f Network
. N Y S of Detwd
A) Type of Browser B) A Folder  ©) Collection of websites PYNetworks of T
12. Which of the following can you do enline? Sclect all that apply. CD:] )/ £ the above
A) Pay bills B) Sent and Receive Mails  C) Watch movies JDYAllo )
13. Which of the following is NOT 2 web browser? Cc3, \
A) Google Chrome B) Microsoft Edge &y TFireFox D)r\imdasvs =
14, Drive is used for EDJ - he ab
— - ve
A) To stores Doc filesB) To Store Shests C) To Store presentations _DYAll of the above
1. Filter option available in which menu EC]/[\
A) Foermula Menu B) Data Menu ©YView Menu D) None

16. Type of Charts in Excel

—
- o3
A) Bar Chart  B) Line Chant C) Column Chart BYAll of the above 1 -
17. How 10 find present date and time using which function

2 —
. -]
A)Upper)  BfNow)  C)SumQ) D) SinQ e
18. Is it possible one cell data into number of columns -

A) Yes «Bﬁo E &j \
19. How [C 3/,/ -

to identify an academic website by using which extension name
A).Com B).in Or7ac.in D) .gov.in
20. Write our College web site name ___ )W) . C & QCCJ k.aclo .~
v

21. MS Excelis 2 3
= Cal)

ent software Bf Presentation software C)Workbook software

A) Datzbase Managem DY Spreadsheet sofware

22. Search images in Intemnet using which website

C&J Py
A) Pixabay ,b)'iﬁages C) videos D) None /\

X
23. Paragraph formatting available in Cc J e

A) Word B) Excel CyPower point i)) Internet
24. Merge Cell option available in which application ):C 3/’ -

A) Word B) Excel Qﬁolh D) None

25.

is a collection of cells organized in rows and columns where you keep and manipulate the data
A) Workbock Ja—rﬁlorksheet C) Spreadsheet D) ARRAY [& 3
-~

L

) > A Cvalce
Signature of the Student
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1CS THROUGH MS-WORD & MS-EXCEL
DATE & TIME - w313l

YEAR & GROUP: 42 p,. (0

45 DAYS CERTIFICATE COURSE ON DATA ANALYT

REGD NO :

NAME OF THE STUDENT : __ KOMAL . MADHAYI

D) CTRL + P

D) None \/
\/

1. What js the short cut key to create a New Blank Document
CYCTRL + N

A) CTRL+B B)CTRL+ C
Feature of MS Word helps to create a list in a document

\B’)/Bullets & Numbering C) Word wrap

What is the shortcut key to Find a particular word in word document
A) CTRL+Y \B’)éRL +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/){TRL +N D) CTRL + P
5 Which feature is used to make selected sentence to All Captital Letters or All Small Letters ? /

B) Change Sentence \Qélange Case
in the Run Dialog box.

A) Word Art

33

D) Change Word

<

A) Change Letter
We can start MS POWERPOINT by typing

6.
A)ms word \Bﬁvinword C) msword D)word
7. We can apply border to _
A) Cell B) Table C) Paragraph \Bﬁ” of these \/
\ /

8. The options Potrait and Landscape comes under

A) Paper Size \B/)ﬂge Orientation C) Page Layout
Which of the following to justification align the text on both the sides-left and right of margin?

\Wfalanced (C) Justily (D) Balanced

10. In Microsoft Word, you can select heading level styles from tab D<
B) Reference C) Insert D) Home -

D) Page Rotation

<

9.
(B) Right

Mailings

o



|

( -
1. What is the Internet?

X \/
A) Type of Browser \B‘ff\’Folder C) Collcction of websitcs mtworks of Network

12, Which of the following can you do online? Select all that apply. / '
B) Sent and Receive Mails C) Watch movics xD)//\ll of the above

2 |
(\
\;_1\ A) Pay bills
' [~ 13. Which of the following is NOT bb ?
: gis a web browser? (><
Q

A) Google Chrome B) Microsoft Edge \g‘/)ﬁrcFox D) Windows

- \ 14. Drive is used for /
N . \,Dj/ \

- A) To stores Doc files B) To Store Sheets  C) To Store presentations All of the above
m 15, Filter option available in which menu : K

A) Formula Menu  B) Data Menu C) ViewMenu  \DyNone

D) Sin()

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

es B) NO

(;5\ 16. Type of Charts in Excel
- W \/\’{ i
m Bar Chart B) Line Chart C) Column Chart D) All of the above
[ 17. How to find present date and time using which function \/
m A) Upper() \By(ow() C) Sum() /

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

‘ P
-y
QS‘(\S_\"\? \'A/)‘/C‘)m B).in C) .ac.in D) .gov.in -
&!\ 20. Write our College web site name __ wJ ) 0] . C,S{’S%{‘k Q(-d'.‘ﬁ;& \/
P
Tl

21. MS Excel is a . \/

A) Database Management software B) Presentation software C) Workbook software\Da{meadsheet software

| -‘\a
‘m 22. Search images in Internet using which website K
m A) Pixabay Wges C)videos  D)None
5\ 23. Paragraph formatting available in D<

S
5'\\ A) Word B) Excel \-G)P/ower point D) Internet

. _—

SZ‘\ 24. Merge Cell option available in which application \/

t“\‘J\, A) Word B) Excel \/oy{om D) None
bﬂ.‘\ 25 is a collection of cells organized in rows and columns where you keep and manipulate the data.\/

‘}“",lﬁ A) Workbook ~Bf Worksheet ~ C) Spreadsheet D) ARRAY
E\’T\ X i
] Signature of the Student
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45 DAYS GERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL

REGD NO : 09 DATE & TIME: 12/tL /23
<)
NAME OF THE STUDENT : { 3qpdee. P_ jgkd‘u________ YEAR & GROUP: 45} _[giggﬁngw )
1. What is the short cut key to create a New Blank Document [ ] ‘//”ﬁ’_ ,;..\\ ~
A) CTRL + B B)CTRL+ C &S CTRL + N D) CTRL + P S ,
2. Feature of“ﬂS/Word helps to create a list in a document [ K—l . < '\)
A) Word Art B) Bullets & Numbering C) Word wrap D) None a
3. What is the shortcut key to Find a particular word in word document r_ﬁ 1/'
A) CTRL+Y B)/CTRL +F C) CTRL+R D) CTRL+H
4. \i&ﬁch of the following is the short cut Key of Open an Existing Presentation Y/A (_\/’_/ '
A)CTRL+ O B) CTRL+ C C) CTRL + N D) CTRL+P
5. Which feature is used to make selected sentence to All Captital Letters or All Small Letters ? EQ)
A) Change Letter B) Change Sentence C) Change Case D) Change Word =
6. We can start MS POW\@OI'NT by typing in the Run Dialog box. \:& ‘_X‘ e
A)ms word B)winword  C) msword D)word \
7. We can apply border to "
192004 _ o ED'} -
A) Cell B) Table C) Paragraph D) All of these”
8. The options Potrait and Landscape comes under B;'}
A) Paper Size B) Page Orientation C) Page Layout D) Page Rotation
9. Which of the following to justification align the texv on both the sides-left and right of margin? [nl L
. / N
(A) Balanced (B) Right (C) Justify (D) Balanced
10. In Microsoft Word, you can select heading level styles from ~_tab Y’O’y" S
A) Mailings B) Reference C) Insert D) Home




v v v

_--—N-_
I —
11. What is the Internet? (D ')
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 — [01,
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? o YD'J/
A) Google Chrome ~ B) Microsoft Edge  C) FireFox D) Windows
14. Drive is used for e [o]
A) To stores Doc filesB) To Store Sheets  C) To Storc presentations D) All of the 2bove
15. Filter option available in which menu
o ‘/ {p j‘ ,
) Formula Menu  B) Data Menu C) View Menu D) None \
16. Type of Charts in Excel e
A) Bar Chart B) Line Chart C) Column Chant D) All of the above [ D‘)/ |
17. How to find present date and time using which function
A)Upper0 B)Now(Q C)Sum()  D)Sin0 (83—
18. Is it possible one cell data into number of columns -
A) Yes 'B)NO [p‘ }/’
19. l:lva identify an academic website by using which extension name EA 1 Y
A).Com B).in C) .ac.in D) .gov.in \\
<
20. Write our College web site name WHNW - cStsgk.a¢-wm
21. MS Excelis a E 3
t scftware

A) Database Management software B) Presentation software C) Workbook software D) Spreadshee

ng which website {E ] '\,

22. Search images in Intemet usi
C) videos D) None

A) Pixabay b) images

23. Paragraph formatting available in £ :
? 3 o l: 1 \
A) Word B) Excel C) Power point D) Internet

24. Merge Cell option available in which application

C) Both D) None

s organized in rows and columns where you keep and manipulate the data

C) Spreadsheet D) ARRAY [E ]/_Q
?Sah et/2 Tl .

Signature of the Student

“A) Word B) Excel

25 is a collection of cell

A) Workbook  B) Worksheet
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45 DAYS CEILIICATE COURBE ON DALA ANALYIICD] S OUGH IS OWD 26 M5 LAY

{
LODNO ;) Tk L R L R

MAME, OF “THE ST UDEEE < Mas Vo, 0 Viirih no Kosshd ¥, g b 1OUR: D (rrrgdry
P v
[ What i the short cut key to create a Hev ik Document (%) = / “
A) CTIE 41 0ASIUPENE cycren s 1) CIr v P { g Tz
2, Venture of M4 Word helps 1o create fist in a docurnent ( f’./ e . s
Ay Word Art (B 1ullets & Humbering, ) Ward wrag 12) Hone
4, What is the shoneut vey (o Find a particular word in o word docurment ”'-) e
Ay CTII Y Gy s v Cyeris, s p 1) CIRI 4 3

4. Which of the following, it the short ot Yoey of Open 4n Paisting Presentation (i),

G Crns s O By IRl b C C) CIRL A N 1) CTRL 4 P
5. Which feature in used 1o make selected sentence to Al Captital [ ptters or A Snall Letters Ley
A) Change Letter f4) Change Sentenes {/’ff;h:mw: Cane 1)) Change Word P
6. We can start MG POWERPOINT by typing, inthe Fun Dialog boz. (£)
@)m', word ywinword  ©) meviord (%wqrrl
7. We can apply border to i (D)
A) Cell 13) Table C) Paragraph F Al of these
. ‘The options Potrait and |Landscape comes under \5)
A) Paper Size (O Page Orientation €) Page Layout 1) Page Rotation
9. Which of the following 1o justification align the text on hoth the sides-left and ripht of margin? [ )
sseleft : 0 arpin k.
((%H;xl:mu:d (12) I%ight (Cy Juntily (D) Balanced
10. In Microsoft Word, you can celect heading level styles from tab ¢
- a0 (1) p”

A) Mailings @l((:ﬁ;rcnt.c C) Insen D) Home
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1. What is the Internet? »
> . k
A) Type of Browser B) A Folder  C) Collection of websites B Networks of Networ

12. Which of the following can you do online? Select all that apply. (0) —
A) Pay bills B) Sent and Reccive Mails ~ C) Watch movies Y All of the above

13. Which of the following is NOT a web browser? (p)

A) Google Chrome  B) Microsoft Edge  C) FircFox 3 Windows
14. Drive is used for C)) e

A) To stores Doc files B)"]‘o Store Sheets
15. Filter option available in which menu P o

A) Formula Menu  yBY¥Data Menu /@’Vicw Menu D) None
16. Type of Charts in Excel © -

A) Bar Chart  B) Line Chart C) Column Chart
17. How to find present date and time using which function
A) Upper() @Y Now() C) Sum() D) Sin()
I8. Is it possible one cell data into number of columns %) @) ey |

B Yes BINO

I9. How to identify an academic website by using which extension name GE&) (L) y
i

A).Com gf.in C) ac.in D) .gov.in
20. Write our College web site name LW L. (§ gk . ac. %)Y

C) To Store presentations 3 All of the above

@ All of the above
()

21. MS Excel is a (g)

-—

A) Database Management software B) Presentation software C)Workbook software @”Sp'eadsheet software
. . . . . ’\\_
22. Search images in Internet using which website (TS Yoo

A) Pixabay @imagcs C) videos D) None

23. Paragraph formatting available in [ A) .-
@/Word B) Excel C) Power point D) Internet
24. Merge Cell option available in which application (B)\ -
A) Word \@{Exccl @;Both D) None |

25 is a collection of cells organized in rows and columns where you keep and manipulate the data (n)

A) Workbook @}/Worksheet C) Spreadsheet D) ARRAY
V. §x Kashaa kerp

Signature of the Student
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45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
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NAME OF THE 1T ; ey
ME OF THE STUDENT: C, ¢ (L/dfr)’q/ﬁ.

6.

9.

10.

- YEAR & GROUP: T3t =2 1) o

What is the short cut key to create 2 New Blank Document ( e ,J;)/ ' / Y )
A) CTRL + B B) CTRL + C CYCTRL + N D) CTRL + P [
Feature of MS Word helps to create a list in a document [ 3 J/ \

A) Word Art @’gullels & Numbering C) Word wrap D) None \—/

What is the shortcut key to Find a particular word in word dociiment ( B \/

A) CTRL+Y B%TRL +F C)CTRL+ R D) CTRL + H

V\\J? of the following is the short cut Key of Open an Existing Presentation (—{r\ \/
CTRL+ O B)CTRL+ C C)CTRL+ N D)CTRL + P -2

Which feature is used to make selected sentence to All Captital Letters or All Small Letters ? |')
pa )

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

We can start MS POWERPOINT by lypingm in the Run Dialog box (%)
L=l \/

A)ms word BYwinword  C) msword D)word

We can apply border to ( D )

A) Cell B) Table C) Paragraph DYAll of these—
-~

The options Potrait and Landscape comes under ( C ) -

L=

A) Paper Size B) Page Orientation %gc Layout D) Page Rolatio
n

“’llicl] )f th "()II )Wil !3 justi ali i . 1 N [
( ( 12 (O IU‘)““L{J“()“ a]lgn th [L‘Xl on h()lh [h "d(. 1 H 4
A C S S IC“. dnd l.i(_’[ ' < i
N { ()l mar N .ﬂ s

(AYBalanced (B3) Right (C) Justiry (D) Balanced
In Microsoft Word, you can select heading level styles from t b
a
A) Mailings B%:f:encc C) Insert ’P)> /

D) Home
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’_‘ I'l. What is the Internct? (D') / k
o C) Collection of websitcs 3y Networks of Networ

A) Type of Browser B) A loklcr

12. Which of the following can you do onlinc? Sclect all that apply. (L) _ e
above

A) Pay bills B) Scnt and Receive Mails Watch movics D) All of the

13. Which of the following is NOT a web browser? (—[}B N

A ooglc Chrome  B)Microsoft Edge ~ C) FircFox D) Windows

14. Drive is used for ( D ) D/ :

A) To stores Doc filesB) To Store Sheets  C) To Store presentations Allglificabove
15. Filter option available in which menu ( D) i \y{

A) Formula Menu  B) Data Menu C) View Menu DyiNeng

16. Type of Charts in Excel (D) /

A) Bar Chart B) Line Chart C) Column Chart D‘)’/dofthe above

17. How to find present date and time using which function CC )i/
A) Upper()  B) Now() c&é]() D) Sin() \
18. Is it possible one cell data into number of columns (fﬁ =

A\yﬁs B)NO

19. How to identify an academic website by using which extension namc( 'D}\’
A).Com B).in C) .ac.in ‘gov.in .
20. Write our College web site name W hinf . € QTS q(,\}J{ L/“[CLSCLL& CLC

21. MS Excel is 2 . (C, 3
<

A) Database Management software B) Presentalion software (X)dorkbook software D) Spreadsheet software

22. Search images in Internet using which website ( b) \<

A) Pixabay bYimages C) videos D) None

23. Paragraph formalting available in ( ﬁ}
A%ord B) Excel C) Power point D) Internet
24. Merge Cell option available in which application [
polication ("R, -
A) Word B)TLxcel C) Both D) None /\

25 isacollection of cells organized in rows and columns where you keep and manipulate the data C

A) Workbook é}’( rksheet  C) Spreadsheet D) ARRAY

Signature of the Student
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45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
REGD NO - DATE & TIME - ﬂ 4:3 ulns S
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NAME OF THE STUDENT ‘Unbomuoyaty Kidhe YEAR 2 GROUP: £ B¢~

— =2 L0

. What is the shont cut key to create 2 New Blank Document ‘/

A) CTRL + B B) CTRL + C & CTRL + N D)Cn*a

Feature of MS Word helps 1o create 2 list in 2 document

A) Word Ant B) Bullets & Numbering C) Word wrap

What is the shortcut key to Find 2 particular word in word document K

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

4. Which ;f/‘hc following is the short cut Key of Open an Existing Prcscntalion\/

6.

10.

A) CTKL + B)CTRL+ C C)CTRL+N D) CTRL +P

Which feature is used 1o make selected sentence to All Captital Letters or All Small Lener?/p

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

We can start MS POWERPOINT by typing in the Run Dialog box. K
A)ms word B)winword  C) msword D)word .
We can apply border to \/
A) Cell B) Table C) Paragraph D) All of these
The options Potrait and Landscape comes under

’ . v
A) Paper Size B) Page Orientation C) Page Layout D) Page Rotation

Which of the following to justification align lhc:)lcgl on both the sides-lefi and right of marein? Dé
(A) Baknced (B) Right (CYustify (D) Balanced

In Microsoft Word, you can select heading level styles from

tab
A) Mailings B) Reference C) Insert E, Home K
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. Whae 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. \/
A) Pay bills B) Sent and Receive Mails C) Watch movies 6)/All of the above

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

A) Google Chrome B) Microsoft Edge C) FireFox I%Nindows

14. Drive is useg for
A) To stores Doc filesB) To Store Sheets C) To Store presentations tﬁAll ofthm

I5. Filter option available in_\}/hich menu
A) Formula Meny g)’f’)ata Menu C) View Menu D%one M

16. Type of Charts in Excel
A) Bar Chart  B) Line Chart C) Column Chart f{All of the above \/
17. How to find pref? date and time using which function /
A)Upper)  BYj Now() C) Sum() D) Sin()
18. Is it S?Sibie one cell data into number of columns /

A) Yés B)NO
19. How to identify an academic website by using which extensior name b<

AJCom B).in C) .ac.in D) .gov.in
Q040 Ehagk.0c.tn el
20. Write our College web site name Mm’i‘m%é—‘%m;«“ .

21. MS Excelis a

A) Database Management software B) Presentation software C) Workbook software b)/Spreadsheet software

22. Search images in Internet using which website

A) Pixabay Mmages C) videos D) None

25. Paragi'@ formatting available in \/

A) Word B) Excel C) Power point D) Internet
24. Merge Cell option available in which application \/

A) Word B) Excel C) Both D) None -
25. is a collection of cells organized in rows and columns where you keep and manipulalWata_

A) Workbook b)/Worksheez C) Spreadsheet D) ARRAY

Signature of the Student




NAAC : C (11 Cyclel

———
T ————
e — —

CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS)

GOVT. KALASALA
Enter to Learn — Leave fo Serve 3//.-:-\\‘
Jangareddigudem, Eluru Dist g ¥
Phone . 08821-225310, Visit us at : www.cstsgk ac.in ?&‘_—:—:é;\

E-Mail : janeareddicudem manatvia email.com

45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
DATE & TIME :7L3,Jt?__| 2093

REGDNO: 94
NAME OF THE STUDENT : _ M _,_l_@md ca YEAR & GROUP: 4° 2. Com CC'A]

What is the short cut key to create a New Blank Documen

I.
A) CTRL + B B) CTRL+ C «EFCTRL + N D) CTRL + P
2. __[3_. __ Feature of MS Word helps to create a list in a document / 9/ 6
A) Word Art By Bullets & Numbering C) Word wrap D) None o
3. What is the shortcut key to Find a particular word in word documentCBD
A) CTRL+Y \BQ/CTRL +F C) CTRL+ R D) CTRL+H
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
5. Which feature is used to make selected sentence to All Captital Letters or All Sn.mll Letters "C@,
A) Change Letter B) Change Sentence C) Change Case VB‘)/Change Word v
6. We can start MS POWERPOINT by typing ] B in the Run Dialog box. OK
A)ms word /Bﬁmword C) msword D)word
7. We can apply border to ’éo\bl € (’%
A) Cell B) Table C) Paragraph D) All of these e
. . 9 )
8. The options Potrait and Landscape comes under [0} REU ) koﬁ‘nom
A) Paper Size B) Page Orientation  C) Page Layout D) Page Rotation
9. Which of the following to justification align the text on both the sides-left and right of margin? _
,ujﬂﬂmced (B) Right (Crdstily (D) Balanced -
10. 1A Microsoft Word, you can select heading level styles from _‘H\Q_&-tab
C) Insert /D ome

B) Reference

A) Mailings
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I'l. What is the Internet? D / \/ k
C) Collection of websites Networks of Networ

A) Type of Browser B) A Folder

~
12. Which of the following can you do online? Select all that apply. D he ab
: : A ove
A) Pay bills B) Sent and Receive Mails ~ C) Watch movies \BYAll of the a

13. Which of the following is NOT a web browser'-’(B_) /
A) Google Chrome ~ B) Microsoft Edge  C) FireFox D) Windows

14. Drive is used for /

A) To stores Doc filesB) To Store Sheets ~ C) To Store presentations M1 of the above

15. Filter option available in which menu [_?}4‘
A) Formula Menu B) Data Menu C) View Menu Mone

16. Type of Charts in Excel [ . /

A) Bar Chart B) Line Chart C) Column Chart L,Dm of the above
17. How to find present date and time using which function V
A) Upper() B) Now() VQ){um() D) Sin()
18. Is it possible one cell data into number of columns P(
A Yes B) NO /

19. How to identify an academic website by using which extension name—A

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

Q -
20. Write our College web site name DWW - C5 \Lﬁg <. QC/.Q/

21. MS Excel is a A’ )

/Af)’DZtabase Management software B) Presentation software C) Workbook software D) Spreadsheet software

_
22. Search images in Internet using which website {\—/

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

—

23. Paragraph formatting available in A
_ArWord B) Excel C) Power point D) Internet

24. Merge Cell option available in which application B /
=

A) Word - Excel C) Both D) None
25. 13 is a collection of cells organized in rows and columns where&keéand manipulate the data.

A) Workbook /B*)’MSheet C) Spreadsheet D) ARRAY
M . ?60\\/

Signature of the St{ident
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45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL

REGD NO : 20

DATE & TIME :szjzbm___

NAME OF THE STUDENT : Yothon Medhudledio. YEAR & GROUP: j&;;ﬁiﬁrr;@@

1.

(93]

10.

What is the short cut key to create a New Blank Document CC/]//’/
A) CTRL +B B) CTRL+ C ‘6CTRL +N D) CTRL + P

Feature of MS Word helps to create a list in a document

A) Word Art ‘é) Bullets & Numbering C) Word wrap D) None /

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

(&)
D) CTRL + H e

Which of the following is the short cut Key of Open an Existing Presentation @/j///
\A/) CTRL + O 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 ? (Cj »
A) Change Letter B) Change Sentence ‘C() Change Case P

g -~
We can start MS POWERPOINT by typing in the Run Dialog box. (B)D<
A)ms word \g)winword C) msword D)word

We can apply border to [Q/]/,

D) Change Word

A) Cell B) Table C) Paragraph \'6) All of these

The options Potrait and Landscape comes under

A) Paper Size' ‘ﬁ Page Orientation 8)(1)386 Layout D) Page Rotation /
Which of the following to justification align the text on both the sides-left and right of margin? @
mBalunccd (B) Right (C) Justify (1)) Balaneed =

In Microsoft Word, you can select heading level styles from . tab [O)z
A) Mailings B) Reference C) Insert ‘6) Home



———

11. What is the Internet?

.4}
. stworks of Netw
A) Type of Browser B) A Folder C) Collection of websites \6) Ne /EQ')

12, Which of the following can you do onlinc? Sclect all that apply. | \1{) o the above
A) Pay bills B) Sent and Receive Mails  C) Watch movics
13. Which of the following is NOT a wcb browser?

A) Google Chrome
14. Drive is used for

p S
: i 11 of the abovg/w
A) To stores Doc files B) To Storc Sheets  C) To Store presentations 3/)) Allo
15. Filter option available in which menu

A) Formula Menuy

B) Data Menu © C) View Menu 6Nonc E&‘(
16. Type of Charts in Excel

A) Bar Chart  B) Line Chart C) Column Chart

B) Microsoft Edge 6FircFox D) Windows

rfAu of the above

17. How to find present date and time using which function /EBa/
A) Upper() ‘B{Now() C) Sum() D) Sin()
18. Is it possible one cell data into number of columns GA:}/’
) Yes B) NO
19. How to identify an academic website by using which extension name [ /
).Com B).in C) .ac.in D) .gov.in = ~
20. Write our College web site name

cskogh cactn
21. MS Excel is a

A) Database Management software B) Presentation software C) Workbook software t{)Sp

readsheet software
22. Search images in Internet using which website

E837<
A) Pixabay ‘()images C) videos D) None

23. Paragraph formatting available in

ECA\)
A) Word '6Power point D) Internet ‘-

24, Mefge Cell option available in which application
A) Word

(e}
‘ B) Excel ()Both D) None 3/
{ 25. i i

A) Workbook ‘B{Worksheet

B) Excel

C) Spreadsheet D) ARRAY

Signature of the Student

w

A) Mailmgs B o ng levE] Styles g TTraneeq : =
) RtferenCc . rom
(,) In\(l’t \ tol



l NAAC : C (I Cycle)
\; CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS)
| GOVT. KALASALA
. Lnter to Leurn - Leave to Serve :-:\
/ Jangareddigudem, Eluru Dist ﬁ@*‘
Phone : 08821-225310,  Visit us at : www.csispk ac.in w
N L=Mail : ganparcddisdens.anan v pinail com B

4SDAYS C

ERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
REGD NO : \G

— PDATE & TIME : \2\\2\a02>, U5 Som

NAME OF THE STUDENT : Yedon . Avus\e. YEAR & GROUP: ' s ®y-Corny
I. What is the short cul key to create a New Blank Document \/
A) CTRL + B)CTRL 4+ C OCTRL I N D)CTRL+P  \C
2.

o Featurc of MS Word helps 1o create a list in a document

A) Word Art B)Bullets & Numbcring C) Word wrap D) None @Eﬁ)}\/

What is the shortcut key to Find a particular word in word document = /
A) CTRL Y BYCTRL + F C)CTRL+R D)CTRL+H \333

4. Which of the following is the short cut Key of Open an Existing Presentation EL\\_\\/
A)LTRL+ O B)CTRLA+ C C)CTRL +N D) CTRL+ P

~
D,

5. Which feature is used to make selected sentence to All Captital Letters or All Small Letters ‘7®37<
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. { &3\ {;<

A)ms word \B)winword C) msword D)word
7. We can apply border to

A) Cell B) Table C) Paragraph DYAl of these @ [D‘X\/

8. The options Potrait and Landscape comes under

A) Paper Size B) Page Orientation  C) Page Layout D) Page Rotation @1 VQ
2. Which of the following to jusiification align the text on both the sides-left and right ()l‘nlurgin']@\}K
@/ﬁ}uluncud (13) Right (C) Justity (1)) Balanced

0. In Microsoft Word, you can select heading level styles from tab \:ﬁ‘x D<
A) Mailings B) Reference C) Insert J?) Home
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1) Networks of Network \\? \

YA ol the nbu\'c\g\ y

) Collection of websites

!
oW hat s the ntemet?
ply.

) A Polde

) ]\]\‘ O BRowser
M) Wateh movies

\
12 Which of the ollowing can you do online? Select all thatap
\) P, B\ Malix anls C
)AWindows \C, X V\
el

13) Sent and Revennve M ails
E3OWhich of the Howing 18 NOT a web browser
dpe QO TireFox
7 & : - //
) To Store presentations 4‘)//\ll ol the above LDB

R Micnosol Fdge
© o

) Gooale Chrome

140 Dove is usad for

) T stores Doe files B) To Store Sheets
\l)) None

C) View Menu

L) Al of the above &Q _}\/

1o, Thpe of Charts in Exeel
B) Line Chart €) Column Chart
How (o find present date and time using which function &C, \XV\

l . R . . .
X, Filter option available in which menu
B) Data Menu

A) Formula Menu

A) Bar Chart
D) Sin()

17 to fit s
A)Upper)  B)Now()  O¥Sum()

I8 Is it passible one c:ll data into number of columns L&X\/\

fentify an academic website by using which oxtension name (Q 5 V\

M\O
19, Howt
B).in C) .ac.in

A).Com
20. Write our College web site name \Q dWW: e\ - acC » /

Q& Byvrol ic g /7
MS Excel s a \’C ) (X
re .C) Workbook software D) Spreadsheet software

21.1
base Management software B) Presentation softwa

A) Data
//
2. Search images in Internet using which website (‘p};\

A) Yes
D),‘gov‘m

b) jmages C) videos D) None

A) Pixabay
23. Paragraph formatting available in (_}\—3 \/

C) Power point

-\) AVord B) Excel
24. Merge Cell option available in which application i(b}[}@_,

D) Internet

A) Word g}fﬁ.\'ccl C) Both D) None
25, is a collection of cells organized in rows and columns where you keep and manipulate the data
C) Spreadsheet D) ARRAY @
Signature of the Student

A) Workbook \B)M’crksheet
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4 .
S DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL

RE 3 e 0
r‘\, GDNo:_ g DATE & TIME : 32 [12[22 (cs200)
' NAME o
/ AME OF THE STUDENT : __4-. Zoini, YEAR & GROUP: T f5C Goinpuit
F"N :

I. What is the short cut key to crezte a New Blank Document LC ] il ’////

A) CTRL+B B)CTRL+ C  ,/C)CTRL+N D)CTRL+P ' — 5
| LY 2. Feature of MS Word helps 1o create a list in a document _\/" e
(\\ A) Word Art /B) Bullets & Numbering C) Word wrap D) None [EJ ’
— . /.
F_\N 3. What is the shortcut key to Find a particular word in vrord document
r\h A) CTRL+Y o B)CTRL+F C)CTRL+R D)CTRL +H [ﬁ/y’
P /
\7\:'/ 4. Which of the following is the short cut Key of Open an Existing Presentation
TN \/\) CTRL+ O B)CTRL+ C C)CTRL+N D)CTRL +P [f\] A
3

5. 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

77,

| , (<)
‘,‘\% .’i' 6. We can start MS POWERPOINT by typing in the Run Dialog box. 7
‘ A)ms word v/ B)winword  C) msword D)word [%] \/
7. We can apply border to = /
A) Cell B) Table C) Paragraph D) All of these [D]

8. The options Potrait and Landscape comes under

A) Paper Size /' B) Page Orientation ~ C) Page Layout D) Page Rotation [ G} P

9. Which of the following to justification align the text on both the sides-lefi and right of margin?

él v~ (A) Balanced (B) Right (C) Justily (D) Balanced [A/?‘\/
L"N\'\)? / 10. In Microsoft Word, you can select heading level styles from tab [C] 7
\\\S‘ / A) Mailings B) Reference C) Insert D) Home =
et L .
g
gy -



D) Networks of Network

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

12. Which of the following can you do onlinc? Sclect all that apply.

Tl What is the Internet?
v (o)

v~ -
D) All of the above LD']

QH\ A) Pay bills B) Sent and Receive Mails  C) Watch movices

'.\\ 13. Which of the following is NOT a web browser? 4 B
(_\;\i- A) Google Chrome ~ B) Microsoft Edge  C) FircFox D) Windows [ D]/

14, Drive i
) N ive is used for ] v’ D]
\ / A) To stores Doc files B) To Store Sheets  C) To Store presentations D) All of the above [
e 15. Filter option available in which menu
/ : 2 )

£S5 A) Formula Menu V&) Data Menu X C) View Menu D):hiane E &l
: / ) 16. Type of Charts in Excel v

’
\x/:, A) Bar Chart B) Line Chart C) Column Chart D) All of the above {D:]

‘\\) . 17. How to find present date and time using which function fg]

\ A) Upper() vB)Now()  C) Sum() D) Sin()

) . |
/\\ 18. Is it possible one cell data into number of columns 5 ] |
] ® A) Yes v'B) NO (. > J |
\ 19. 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 WWW - C8T5 . (S W !
\;\/ 21. MS Excel is a [DJ '
4 \}\\ - \/ !
D } A) Database Management software B) Presentation software C)Workbook scftware D) Spreadshest sofware ‘
|
k . [ 22. Search images in Internet using which website [ ,\j J
f
J\( J \ -
/’ V/A) Pixabay b) images C) videos D) None |
. |
J \ { - !
\' f 23. Paragraph formatting available in [/\ J |
: \-)' \/A) Word B) Excel C) Power point D) Internet :
3 \ 24. Merge Cell option available in which application - - ’
=~ N [ b ]‘ R |
& A) Word /' B) Excel C) Both D) None h (
— |
» 25 is a collection of cells organized in rows and columns where you keep and manipulate the data |
g .\ o - |
;Y / A) Workbook ~ B) Worksheet  C) Spreadsheet D) ARRAY k 08 )
y L / Signature ol the Student
' b .{ "\ g?\ll\ (6N
- 4y L |
>
P
)
&
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Phone : 08821-225310, Visit us at : www.cslsgk.ac.in
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E-Mail : jangareddigudem.manatv/e. email.com =
4
SDAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
R .
| EGDNo: 16 . DATE & TIME:_{3-12 -2022
N .
AME OF THE STUDENT : _ (- Roh‘{’h YEAR & GROUP: ;{G(’ B..com
—
. What is the short cut key to create a New Blank'Doctiyent
A) CTRL + B B)CTRL+ 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 E Bj/,—
3. What is the shortcut key to Fy a particular word in word document s
A) CTRL+Y B) CTRL +F C)CTRL+ R D) CTRL + H EB} ’
4. Whichy(he following is the short cut Key of Open an Existing Presentation [‘Aj
A)CTRL+ 0O B)CTRL+ C C) CTRL+N D) CTRL + P

5. Which feature is used to make selected sentence to All Captital Letters or All Small Letters ? [ C‘j
. v ‘
A) Changé Letter ~ B) Change Sentence C) Change Case D) Change Word e

6. We can start MS POWERPOINT by typing in the Run Dialog box. B 7
A)ms word B)winword  C) msword D)word \

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 B) Page Orientation  C) Page Layout D) Page Rotation
Which of the following to justification align the text on both the sides-lefi and right of marein? _
(A) Balanced (B) Right (C) Justity ) B:llnnccc; i [7“3\
10. In Microsoft Word, you can select heading level styles from — ___ tab
A) Mailings B) Reference C) Insert D) Home [— D“ o’




=1

—~—

——

% L
D) All of the above 7D:]

A) Type of Browser
12. Which of the following can you do online? Select all that apply.
C) Watch movies
Lek
\

B) Sent and Receive Mails

I'l. What is the Internet? \/ E Dj
B) A Folder C) Collection of websites D) Networks of Network g

D) Windows

A) Pay bills
13. Which of the following is NOT a web browser?
C) FireFox

A) Google Chrome  B) Microsoft Edge
14. Drive is used for F D], =
lesB) To Store Sheets  C) To Store presentations D) All of the above
[ 5]

A) To stores Doc fi

I5. Filter option available in which menu
C) View Menu D) None =
Pl

B) Dal%denu

A) Formula Menu
D) All of't%above

16. Type of Charts in Excel
A) Bar Chart  B) Line Chart C) Column Chart

17. How to find present date and time using which function
A)Upper() B) No\i() C) Sum() D) Sin() v

18. Is it possible one cel\l}a(a into number of columns C j
A) Yes B) NO A K

I9. How to identify an academic website by using which extension name E(_J

C) .ac.yin D) .gov.in 4

A).Com B) .in
20. Write our College web site name W WW . CSTS GK. QC/'/‘h i
, LD

21. MS Excel is a .
A) Database Management software B) Presentation software C) Workbook software D) Spreadsheet software

4y~

22. Search images in Intemet using which website
A) Pixa}gy b) imZJes C) videos D) None
23. Paragraph formatting available in //
A) Word B) Excel C) Power point D) Internet (AA
24. Merge Cell option available in which application )
C)Both  D)None [ 53 S

v
A) Word B) Excel
is a collection of cells organized in rows and columns where you keep and manipulate the data.
D) ARRAY ( C] 2

& Pohith

25.
A) Workbook  B) Worksheet  C) Spreadsheet
Signature of the Student
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A Ward A WY Hullets & Numbering ) Waord winp 1)) Floe [lr
Lo Whatis the shortent key to Vind n pacticular word I word docament
A) CTRL 1Y T 1 CyCre oo D) CHIL 11 &
40 Which of the following i the short eut Key of Open o sting Presentation £\
GICTRE 1O M CTRE SYNIAEY DY et o g
5. Which feature is used to make selected sentence to AILCaptital Letters ar AN Simall | etfers 7
1 -
A) Chanpe Letter 13) Change Sontenco MY Change Caso U)'W hange Word ~C p
0. We can start MS POWERPOINT by typing i the [an Dinlog hox 2
, v
A)ms word SBYwinword  C) msword Iyword
7. We can apply border to ‘ )
A) Cell 13) Table C) Paragraph SO AN Of these
8. The options Potrait and Landscape comes under ' T
A) Paper Size 13) Pagre Orientation \,(/)/'u;-_r Layoul D) Pagre Rotation
0 Which of the following to qustification align the text on both the sides-feft and right of mnrgin’? «Ca
‘{Aflill:lﬂtt'(l (13) Right (C) Justity (1) Balanced
10. In Microsoft Word, you can select heading, ]t‘\/("l‘"-(ylt"; lrom tah ,D
Mlmml {)’ﬁlumv

A) Mailings I3) Reference
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1. What is the Internet? -ED j .
C) Collcction ol websiles \l{)thworks ol'Nc¢

A) Type of Browser B) A Folder
12. Which of the following can you do onlinc? Scleet all that apply- ED]

C) Waich movics ‘h)//\ll ol the above

[0}

B) Sent and Reccive Mails

A) Pay bills
13. Which of the following is NOT a web browscr?
A) Google Chrome ~ B) Microsoft Edge  C) Firclox Windows
14. Drive is used for /ED:]
A) To stores Doc files B) To Store Sheets  C) To Store presentations LH)/A” of the above
I5. Filter option available in which menu E<D\j<:
’\J A) Formula Menu B) Data Menu C) View Mcnu J)Nonc -
\) 16. Type of Charts in Excel /ED,]
‘ A) Bar Chart B) Line Chart C) Column Chart J)j//\ll of the above o
\/ ! 17. How to find present date and time using which function /EBj
\/ A) Upper() \Iy’ﬁow() C) Sum() D) Sin() /j/
'\/ 18. Is it possible one cell data into number of columns /EA
e

Ay Tes B)NO
19. How to identify an academic website by using which extension name
\‘Cﬁc.in D) .gov.in
ac &in

A).Com B).in
20. Write our College web site name M_@mm_._(_ﬁ_{,s%
oo T

. '\j'/
R 21. MS Excel is a .
P A) Database Management software B) Presentation software C)Workbook sofMarqp)/Spreadsheet software
Va3
P S 22. Search images in Internet using which website CB,{}{
— A) Pixabay }y)/imagcs C) videos D) None .
g ' (AY"
ey 23. Paragraph formatting available in wJ
&g }j’ Word B) Excel C) Power point D) Internet i
.-
e~ 24. Merge Cell option available in which application [/C/l
3 .,)A) Word B) Excel /6)/Both D) None
=% 25, is a collection of cells organized in rows and columns where you keep and manipulate the data
o
A) Workbook Morksheet C) Spreadsheet D) ARRAY /EB l
'fP L. qus o\ Nos
Signature of the Student
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45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
DATE & TIME : 12 -12 ~2002,% "5

REGDNO: |7

YEAR & GROUP: L BQc[Bo—lfanjb

NAME OF THE STUDENT: [{ . Mohima Sonth;

1. What is the short cut key to create a New Blank Document 652/

(3]

D)CTRL +P

A) CTRL+B B) CTRL+ C ) CTRL+ N L
Featurc of MS Word helps to create a list in a document CB)

C) Word wrap D) None

v
A) Word Art B) Bullets & Numbering
What is the shortcut key to Find a particular word in word document Q@/

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

v

A) CTRL +0O B) CTRL+ C

Which feature is used to make selected sentence to All Captital Letters or All Small Letters ? é@)
'

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

A)ms word B‘)/winword C) msword D)word

We can apply border to

A) Cell B) Table C) Paragraph D\)/All of these CD//’ o

The options Potrait and Landscape comesunder C B,) ¥

A) Paper Size B{Page Orientation  C) Page Layout - D) Page Rotation

Which of the following to justification align th\c/(cx! on both the sides-left and right of margin? é§ﬁ>
(C) Justify (D) Balanced o

(B) Right

C) Insert D) Home

e
(A) Balanced
10. In Microsoft Word, you can select heading level styles from tab Lﬂ}g\/

v
A) Mailings B) Reference




11. What is the Internet? @/

-

-

e

[‘){Nelworks of Network

C) Collection of websites

A) Type of Browser B) A Folder P
12. Which of the following can you do online? Select all that apply. C/_{D/> v
D) All 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

14. Drive is used for (/ M

A) To stores Doc files B) To Store Sheets

I5. Filter option available in which menu C f}éLl

A) Formula Menu B) Data Menu C) View Menu
16. Type of Charts in Excel L .D/{

A) Bar Chart B) Line Chart C) Column Chart K)AH of the above/
17. How to find present date and time using which function L//B/

156 Windows

5 bove
C) To Store presentations D) All of the abo

Y.
D) None

v/ .

A) Upper()  B) Now() C) Sum() D) Sin() >
18.Is it possible one cell data into number of columns A )

; (2

A) Yes B) NO o
I9. How 1o identify an academic website by using which extension nameVC/G/>

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

e
20. Write our College web site name W WW. cS¥ 389K, _O;f/l N
21. MS Excelis a . C%sv#eo\dsheet' softwove

A) Database Management software B) Presentation software C)Workbook software D) Spreadsheet software

22. Search images in Internet using which website L 8 = ;\—
gNone

A) Pixabay b) images  C) videos

23. Paragraph formatting available in C C,)é\
v/

C) Power point D) Internet

A) Word B) Excel
24. Merge Cell option available in which application C%/
v

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

25.

v/
A) Workbook ~ B) Worksheet  C) Spreadsheet D) ARRAY

Signature of the Student

is a collection of cells organized in rows and columns where you keep and manipulate the data. (\B/
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=N Phone : 08821-225310, Visitusat:
o\ E-Mail Mm.-mkmr__,_vm“_’”wl"—c‘—”‘—‘
45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
REGDNO: DATE & TIME :_3-40-0093 H105'
NAME OF THE STUDENT : T n@irthi_ Mamatho ~ YEAR & GROUFP: TB-5c (Botooy)
. What is the short cut key to create a New Blank Document
A) CTRL+B BYCTRL+ C ‘C)CTRL+N D) CTRL +P Cﬁ
2. Feature of MS Word helps to create a list in 2 document
A) Word Art BYBullets & Numbering C) Word wrap D) None C a)/
3. What is the shortcut key to Find a particular word in word document J/
A) CTRL+Y BYCTRL +F C)CTRL+R D) CTRL + H E/B/
4. Which of the following is the short cut Key of Open an Existing Presentation @2/
SYCTRL+0 B)CTRL+ C . C)CTRL+N D) CTRL + P
5. 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 E}:/j/
6. We can start MS POWERPOINT by typing in the Run Dialog box. .
/
A)ms word Bfwinword  C) msword D)word EBg\
7. We can apply border to
A) Cell B) Table C) Paragraph DYAll of these [; D/j/
8. The options Potrait and Landscape comes under
A) Paper Size BYPage Orientation  C) Page Layout D) Page Rotation CPJ/
9. Which of the following to justification align the text on both the sides-left and right of margin?
(B) Right (()/Juslil’y (D) Balanced (}/j'/
tab
CAJ_

ATA JAYAN THI (CSTS)

CHATRAPATHI SIVAJI TRI S
GOVT. KALASALA
Enter fo Learn — Leave 0 Serve
Dist

Jangareddigudem, Eluru
wavw.cslsak.ac.in

ST
=

(-M(Ba!anced
D) Home

10. In Microsoft Word, you can select heading level styles from
C) Insert

—B) Reference

47 Mailings
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I'l. What is the Internet?

A) Typc of Browser  B) A Folder () Collection of websites D Networks ol Ncetwork

12. Which of the following can you do onlinc? Sclect all that apply.
A) Pay bills
13. Which of the following is NOT a web browser?

A) Google Chrome  B) Microsoft Edge  C) FircFox Df Windows
14. Drive is used for

"-\ I'5. Filter option available in which menu

A) Formula Mcnu B) Data Mcnu C) View Mcnu ©f None
6. Typc of Charts in Excel

A) Bar Chart B) Line Chart C) Column Chart )All of the above

17. How to find present datc and time using which function
A) Upper()  BjJ Now() C) Sum() D) Sin()
I8. Is it possible one cell data into number of columns

) Yes B) NO

19. How to identify an academic website by using which exlension name
A).Com B) .in C) .ac.in D) .gov.in

20. Write our College web sitc name Iallalll. Cstagk.acio

22. Search images in Internct using which website

A) Pixabay byimages C) videos D) None
23. Paragraph formatting availablc-: in

A) Word B) Excel CY Power point D) Internct
24. Merge Cé” option available in which application

A) Word B) Excel C) Both D) None
26.

A) Workbook By Worksheet ~ C) Spreadsheet B)ARRAY
et l"h),xoi}fb)‘

| Signature ol the Student
I

2e( 2]
21. MS Excelis a :

A) Database Management software B) Presentation software C) Workbook software Df Spreadsheet software

coJ

s

B) Sent and Reccive Mails — C) Watch movies OYAll of the above ( D j ‘

(o) |

-
A) To stores Doc files B) To Store Sheets ) To Store presentations DY All of the above [:D/j l

(0F
(DJ !
(37
(A7
(=)

is a collection of cells organized in rows and columns where you keep and manipulate the data (B 7
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WORD & MS-¥
NEE
s i oo
DATE & TIME : JX /D /)07 pN {,. (

o [\('()({ »/ 4

REGD NO :
NAME OF THE STUDENT : _}(g({b@@(j Chjovr )
CA

1.

YEAR & GROUP:

a

What is the short cut key to create a New Blank Document
B)CTRL + C C)CTRL+N D) CTRL + P )
D) None C % >

A) CTRL+B
Feature of MS Word helps to create a list in a document
C) Word wrap

2.

A) Word Art B) Bullets & Numbering
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 C-&P)
4." 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 Ry

s

5. Which feature is used to make sclected sentence to All Captital Letters or All Small Letters ?

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

A)ms word B)winword  C) msword D)word C T4 ;)/l
7. Wecanapply borderto____

A) Cell B) Table C) Paragraph D) All of these C | ’)
8. The options Potrait and Landscape comes under

A) Paper Size B) Page Orientation  C) Page Layout D) Page Rotation C)}. >
9. Which of the following to justification align the text on both the sides-left and rioht of mm'ui?}"

(A) Balanced (B) Right (C) Justify (D) Balanced C_A‘./
10. In Microsoft Wor\d, you can select heading level styles from tab “>\'

A) Mailings - -~ . B) Reference C) Insert D) Home

: >y
P —
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T What Is the Interner?
D

A) Tvpe of e
YPeofBrowser  B) A Folder C) Collection of websites
12. Whic s .
N I:‘ hofthe following can you do online? Select all that apply.
7 av bills
. v bills B) Sent and Receive Mails ~ C) Watch movie
3. Which of the following is NOT a web browser?

A) ale B
) Google Chrome  B) Microsoft Edge C)FircFox D) Wind

14, Drive is used for
A) To stores Doc files B) To Store Sheets

I3, Filter option available in which menu

B) Data Menu C) View Menu

A) Formula Menu

16. Tyvpe of Charts in Excel
A)Bar Chart B) Line Chart C) Column Chart D) All of the a

17. How to find present date and time using which function
A)Upper)  B) Now() C) Sum() D) Sin()
18. Is it possible one cell data into number of columns

C) To Store presentations
sy

tworks of Network CP ’>
D) All of the above C p’)

ows C/D;)/

D) All of the above CI/D/)

) Ne

S

7

D) None

bove
(25|
f

S
me QK%S

A) Yes B) NO
I9. How to identify an academic website by using which extension na
A).Com B).in C) .ac.in D) .gov.in
. e .
G )

20. Write our College web site name

21. MS Excelis a

A) Database Management software B) Presentation software C) Workbook software D) Spreadsheet software
13 i

22. Search images in Internet using which website

C) videos D) None

A) Pixabay b) images
23. Paragraph formatting available in

C) Power point D) Internet

A) Word B) Excel

24. Merge Cell option available in which application

B) Excel C) Both D) None

A) Word
is a collection of cells organized in rows and columns where you keep and manipulate the data.

25
D) ARRAY

A) Workbook  B) Worksheet  C) Spreadsheet

] z0]

]
Ce_

oo 2
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Jangareddigudem, Eluru Dist

Phone :08821-225310,  Visit us af - www.cstsak.ac.in
=

E-Mail : jangarcddisu lem.manatveeemail.com

.EXCEL
URSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EX

45 DAYS CERTIFICATE o
DATE & TIME : 13//9)23 9 530

REGD N - L
/ YEAR & GROUP: T3t MPcS

NAME OF THE sTypENT . _Gali - Ab) sam. B
1o create a New Blank Document /
D) CTRL+P L

1.

What is the shor cut key
©CTRL+N

A) CTRL+B B)CTRL+ C
Feature of MS Word helps o create a list in a document
D) None [— 5

A) Word Art
A) CTRL +y

CTRL+0

%Hets & Numbering C) Word wrap

What is the shortcut key to Find a particular word in word document [._ @/
D) CTRL + H .

Which of the following is the short cut Key of Open an Existing

B) CTRL+ C C)CTRL+N D) CTRL + P

-

Which feature is used to make ]‘—/Cg/
A) Change Letter  B) Change Sentence @fhange Case D) Change Word '
in the Run Dialog box, o/
—— ° LEp_

G¥CTRL + F C) CTRL +R
Presentation L p:l/
selected sentence to All Captital Letters or All Small Letters ?
We can start MS POWERPOINT by typing

A)ms word winword  C) msword D)word
We can apply border to ‘ ‘
A) Cell B) Table C) Paragraph Oy All of these I ﬂJ o
i
LBl~

The options Potrait and Landscape comes under
(@{ge Orientation  C) Page Layout D) Page Rotation
sides-lelt and right o' margin?

A) Paper Size

Which of the following to justification align the text on both (e ‘

(M;Izmccd (B3) Right (C) Justify (D) Balaneed L(I;BZ\

In Microsoft Word, you can select heading level §lylcs from tab
B) Reference @/Iﬂscr( D) Home [ (_J o

A) Mailings




>

11. What is the Intemet? [
sites Metworks of Network/

B) A Folder C) Collection of web

7 Select all that apply- /
C) Watch movies { All of the above

A) Type of Browser
12. Which of the following can you do onlin

A) Pay bills B) Sent and Receive Mails

13. Which of the following is NOT a web browser?
C) FireFox mdows

A) Google Chrome  B) Microsoft Edge N
14. Drive is used for ) g
A) To stores Doc filesB) To Store Sheets  C) To Store presemations ®/A” of the above yg/
15. Filter option available in which menu ; -
ﬁ;w Menu D) None E—@/
o

A) Formula Menu Data Menu

16. Type of Charts in Excel
A) Bar Chart  B) Line Chart C) Column Chart @ﬁl of the above
17. How to find present date and time using which function 3
A)Upper) B Now € Sum0 D) Sin()
ber of columns @ L B,
e

18. Is it possible one cell data into num
s &yfo
¢ website by using which extension name r R
.G

19. How to identify an academi

A).Com B) .in @ acin D) .govin
20. Write our College web site name www. L& 39K .ac. 1 E) . / )/,/

L

21. MS Excel is a
{ software B) Presentation software C) Workbook software @’Sﬁeadsheet software

A) Database Managemen
et using which website ):— M

22. Search images in Intern

@‘ﬁmbay Z{mages C) videos D) None
tting available in
LA~

23. Paragraph forma
Word B) Excel C) Power point D) Internet

24. Merge Cell option available in which application
& Word @6(661 C) Both D) None L B B’k

is a collection of cells organized in rows and columns whel

25.

A) Workbook Morksheet C) Spreadsheet D) ARRAY

G- Abim;m .

Signature of the Student
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CHATRAPATHI SIVAJI TRI SATA JAYANTIH (CSTS)
GOVT. KALASALA

Enter to Learn - Leave (o Serve

-Jangareddigudem, Eluru Dist

Phone : 08821-225310, Visit us at : www.cstsgk.nc.in

\\ E-Mail : jangarcddigudem.manatvlepgumail.com
45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCE
REGDNo:__ hHF PDATE & TIME: 1D -2~ 20172
T st
NAME OF THE STUDENT : PulAEAj;U_/__\____(J/.\_\{ Aol YEAR & GrouP: 47 Yeay
1. What is the short cut key to crcate a New Blank Document -
A) CTRL+B B)CTRL + C £y CTRL + N D) CTRL 1 P EC{]
2. —— Feature of MS Word helps to create a list in a document _
A) Word Art By Bullets & Numbering C) Word wrap D) Nonc [(BJ
3. What is the shortcut key to Find a particular word in word document o
A) CTRL+Y -BY€TRL +F C)CTRL +R D) CTRL. + H [Bj

4. Which of the following is the short cut Key of Open an Existing Prescntation
A)CTRL+O —B)CTRL+ C C)CTRL + N D) CTRL+ P E& s/

Which feature is used to make selected sentence to All Captital Letters or All Small Letters "[”2\3

A)"Change Letter B) Change Sentence C) Change Casc D) Change Word =
We can start MS POWERPOINT by typing in the Run Dialog box. Rl/
A)ms word B)winword  &ymsword D)word :
. We can apply border to
YY) A) Cell B) Table C) Paragraph /Dﬁ\ll ol these E)J
\\1' 8. The options Potrait and Landscape comes under
’\:\ A
N A) Paper Size BJ Page Orientation  C) Page Layout D) Page Rotation L/BJ
TRy 9. Which of the following to justilication align the text on both the sides-lelt and right of margin? r
= =S (AyBalanced (B) Right (C) Justify (D) Balanced S
— 10. In Microsoft Word, you can select heading level styles from tab
~s o <]
A) Mailings B) Reference Orhsert D) Home o




"\\

1. What is the Internet? k Qﬂ -
. ks of Networ
A) Type of Browser B) A Folder  C) Collcction of websites ~ -DJNetwor )

A) Pay bills B) Sent and Receive Mails

12, Whi i ine? Il that apply.
lich of the following can you do online? Select a 5 waI:Ch s | of the above ED/J
13. Which of the following is NOT a web browser? [‘/gﬂ
A) Google Chrome B) Microsoft Edge ~ C) FireFox By Windows

/‘
14, Drive is used for fthe above Eéj
. of the abov
A) To stores Doc files B) To Store Shects  C) To Store presentations ByAT

I5. Filter option available in which menu
D) None

16. Type of Charts in Excel

A) Formula Menu B) Data Menu LyView Menu
—

A) Bar Chart B) Line Chart C) Column Chart  —BJyAll of the above

17. How to find present date and time using which function @/

A)Upper)  ByNow()  C)Sum()  D)Sin()
18. Is it possible one cell data info number of columns [ Ea{ @

—A)Yes BYNO
19. How to identify an academic website by using which extension name LC/’}]/
A).Com B) .in ©yac.in D) .gov.in

s
20. Write our College web site name W) cets :[k aci i

21. MS Excel is a X /l:_@a/

dsheet software

-

A) Database Management software B) Presentation software C) Workbook software D/) Sprea

22. Search images in Intemet using which website
e

A) Pixabay ~byimages C) videos D) None
23. Parggraph formatting available in A/ e
AYWord  B)Excel  C)Power point D) Internet L/ j

24. Merge Cell option available in which application [ E é’

A) Word /Bﬁcel C) Both D) None

is a collection of cells organized in rows and columns where you keep and manipulate the data. _

[&]

Signature of the Student
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25.

A) Workbook By Worksheet C) Spreadsheet D) ARRAY

R —— == : ~ -



~Y

& E E T

Y e

(_y’ﬁ

¢/ Lew S
’ 7
~— q
<

"/

{A/O
—
& .

o/}

/7
g &

———
T ——

e T e ———

NAAG : C (11 Cycle)

CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS)
GOVT. KALASALA

Enter to Learn — Leave to Serve
Jangareddigudem, Eluru Dist

Phone : 08821-225310, Visit us at : www.cstsgk.ac.in
E-Mail : jangarcddizudem.manatva gmail.com

‘ -EXCEL
45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EX
REGDNO:_ Ro\\ flo °

DATE & TIME _[31]_1:_12‘2.1’5—-—

| NAME OF THE STUDENT : Qﬂ&ﬁ%&g\)k wv . YEAR & GROUP: n’%’m#ﬂ—ﬁﬁm C1v

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

A) CTRL +B "B)CTRL+ C fCTRL + N D) CTRL + P CE/_
2- . .

Feature of MS Word helps to create a list in a document

A) Word Art \E)/Bullels & Numbering C) Word wrap D) None (%/

What is the shortcut key to Find a pamcular word in word document

3]

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

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

A) Change Letter  B) Change Sentence éﬁ]ange Case "Dx(c:)hange Word C@\\l@g/
=

6. We can start MS POWERPOINT by typing

in the Run Dialog box. @it
A)ms word B’)w/in\_vord C) msword D)word :

7. We can apply border to

A) Cell B) Table C) Paragraph mll of these (::ny

8. The options Potrait and Landscape comes under

A) Paper Size B’ﬂige ‘Orientation ) Page Layout D) Page Rotation ;
9. yh of the following to jusiification align the text on both the sldcs left and right of margin? b«@
(A ) Balanced (B) Right

(C) Justify (D) Balanced
10. In Microsoft Word, you can select heading level styles from

tab /
A) Mailings B) Reference ‘aflnserl _f;) Home C ;

—
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T Whag is the Internet?

-
A) Type of Browser B) A Folder Q) Collection of websites bﬁlc(works ofNelwork‘,Q@

3
12, Which ol the following can you do online? Sclect all that apply
B) Sent and Receive Mails

A) Pay bills C) Watch movics ‘B)ﬁofthe above @
3. Which of the lollowing is NOT a web browser?

A) Google Chrome B) Microsofl Edge ?}ﬁr\crox D) Windows (”)/

14, Drive is used for

-

A) T'o stores Doc files B) To Store Sheets

C) To Store presentations D)//:ll of the above @aj/
I5. Filter option available in which menu

A) Formula Menu B) Data Menu

16. Type of Charts in Excel

A) Bar Chart B) Linc Chart C) Column Chart N{Cll of the above @)/
17. How to find present date and time using which function C
A) Upper() l}fuow() C) Sum() D) Sin() @
18. 1\’|l/posmble one cell data into number of columns :
Y

AYYes B)NO 623
19. How to identify an academic website by using which extension name Q_f §
k@)m B) .in C) .ac.in i

D) .gov.in
20. Write our College web site name D VW\V2. C. § +.5 a’ld/
A7
21. MS Excel is a .

C) View Menu o D)/'None [.D_/—_

A) Database Management software B))(Presentation software C) Workbook software B(;

preadsheet software&(jb

22. Search images in Internet using which website

-
A3 Pixabay bMmages  C) videos D) None C\Oa/\
23. Paragraph. formatting available in
A) Word B) Excel C¥Power point D) lnlerncr?‘/—’ -

24. Mcr.ée Cell option available in which application

. A) Word B) Excel Cﬁ;th D) None g/ )
25. is a collection of cells organized in rows and columns \where you keep and manipulate the data

A) Workbook §6Vorksheet C) Spreadsheet . D) ARRAY—"

Signature of the Student
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NAAC: C (11 Cycele)

CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS)
GOVT. KALASALA

Enter to Learn — Leave (o Serve “’7.““%
Jangareddigudem, Eluru Dist
Phone : 08821-225310, Visit us at : www.cstsgk.ac.in w

e

~

E-Mail : jangareddigudem.manatvi-gmail.com

45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
DATE & TIME : 12/,2 12023 _

YEAR & GROUP: _202.3_ 1% Z¢pin.

NAME OF THE STUDENT : ), ?gd“_d

What is the short cut key to create a New Blank Document /C/C/

l.
A) CTRL +B B)CTRL+ C C)CTRL +N D)/CTRL P
2. Feature of MS Word helps to create a list in a document L/Ba/
A) Word Art BYBullets & Numbering C) Word wrap D) None
3. What is the shortcut key to Find a particular word in word document C/Ba/
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 C_/ﬂ/
B) CTRL+ C C)CTRL+N D) CTRL + P

AVETRL + O
Which feature is used to make selected sentence to All Captital Letters or All Small Letters '7/Ecj/
D) Change Word

A) Change Letter B) Change Sentence  C)Change Case
in the Run Dialog box. C_—_\’Ggi

We can start MS POWERPOINT by typing

6.
A)ms word @winword C) msword D)word
7. We can apply border to LO/J/ '
A) Cell B) Table C) Paragraph D) All of these
8. The options Potrait and Landscape comes under [./8’]/1
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? @%}i
(©) Justify (D) Balanced

(Malanccd (B) Right
10. In Microsoft Word, you can select heading level styles from tab EKF%

&Maih’ngs B) Reference C) Insert D) Home
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1. Wha, is the Intemnct? C.’ D] |
A) Type of Browser B) A Folder  C) Collcction of websites I})/thworks of Network

12. Which of the following can you do onlinc? Sclect all that apply. [/D”)

A) Pay bills B) Sent and Receive Mails  C) Watch movics 9 All of the above
13. Which of the following is NOT a web browser? C/@'/)

C) FircFox D) Windows

A) Google Chrome B) Microsoft Edge

14. Drive is used for C —&—34
A) To stores Doc files B) To Store Sheets  C) To Store prescntations D) All of the above
I5. Filter option available in which menu C ’D‘% .
C) View Mcnu D) None

A) Formula Menu  B) Data Menu

16. Type of Charts in Excel M
A) Bar Chart  B) Line Chart C) Column Chart D) All of the above
17. How to find present date and time using which function

A) Upper() B)-Now() C) Sum() D) Sin()
18. Is it possible one cell data into number of columns

A) Yes B) NO
19. How to identify an academic website by using which extension name Cﬁé’

A).Com i B).in C) .ac.in D) .gov.in /
£ 7

20. Write our College web site name )0 _cadnak.oc . in
{ 7

21. S Excel is a . C D)/

A) Database Management software B) Presentation software C) Workbook software D),Spreadsheet software
22. Search images in Internet using which website C b&

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

23. Paragraph formatting available in C j
A)Word C) Power point D) Internet

24. Merge Cell option available in which application C

' 'A) Word B) Excel C) Both D) None
is a collection of cells organized in rows and columns where you keep and manipulate the daka/.(‘:ga-/—

25.

B) Excel

C) Spreadsheet D) ARRAY

A
A) Workbook *  B) Worksheet
/
Signature of the Student
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CHATRAPATHI SIVAJI TRI SA
' GOVT. KALASALA
Enter fo Learn — Leave to Serve ol
Jancareddigudem, Eluru Dist ﬁ )
0 g , www.cesisglk.ac.in

Phone : 08821-225310, Visitusat:
E-Mail : innunrcddiuudcm.munnlv/mumuil.cum
YTICS THROUGH MS-WORD & MS-EXCEL

DATE & TIME :§3 ~ 12 = 20373

45 DAYS CERTIFICATE COURSE ON DATA ANAL
YVEAR & GROUP: £ @ (o1} (omputenl

! REGD NO: 18
| NAME OF THE STUDENT : k. ch.c_pa pud: _
What is the short cut key to create a New Blank Document
[
B) CTRL+ C cﬁTRuN D) CTRL + P
E B/

A) CTRL+B
Feature of MS Word helps to create a list in a document
C) Word wrap D) None

1.

!
2L
/ A) Word Art BY Bullets & Numbering
i 3. What is the shortcut key to Find a particular word in word document  (®
A) CTRL+Y By CTRL +F C) CTRL +R D) CTRL+H
Existing Presentation [ A

. Which of the following is the short cut Key of Open an
B) CTRL+ C C)CTRL+N D) CTRL+ P
ntence to All Captital Letters or All Small Letters ? EC‘/

4
_
j A)CTRL+ O
Which feature is used to make selected se
G{Change Case D) Change Word
3 <

5.
A) Change Letter ~ B) Change Sentence
6. We can start MS POWERPOINT by typing in the Run Dialog box.
A)ms word Bﬂnword C) msword D)word
7. We can apply border to [D—) \/
A) Cell B) Table ' C) Paragraph Dﬁ Il of these —
8. The options Potrait and Landscape comes under LT
A) Paper Size B)/ Page Orientation ~ C) Page Layout D) Page Rotation r : 0
0 Which of the following to justification align the text on both the sides-left and right of nmrgin?[ f)/
(A) Balanced (B) Right (CT Justily (D) Balanced
10. In Microsoft Word, you can select heading level styles from ab [ A]D<
B) Reference C) Insert D) Home

Ad/MaiIings
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]] Wha P E—
’ tis the Internet? - '
(2.~

17) Metvrarys of rHetwork

AT
) Type of Browser B) A Folder  C) Collection of websites

12. Which of the following can you do online? Select all that apply. L (’)/
13, Q)h,l’;:/:fl‘lt:, . . F") Sent and Receive Mails — C) Watch movics Dyl of the above
¢ following is NOT a web browser? ﬁ) }/
A) Google Chrome  B) Microsoft Edge  C) FircFox 1) Windows
14. Drive is used for ' -)\/
A) To stores Doc files B) To Store Shecets
I5. Filter option available in which menu (.V)) f/
A) Formula Mcnu B) Data Mcnu C) View Menu By Hone ‘/
16. Type of Charts in Excel [ n) P
A) Bar Chart  B) Line Chart C) Column Chart YAl of the above
17. How to find present date and time using which function E V,)/
A) Upper()  ByNow() C) Sum() D) Sin()
18. Is it possible onc cell data into number of columns Y_"J/
AYYes B) NO
19. How to identify an academic website by using which exlension namne [_—;)J i/

A).Com B).in C) .ac.in By gov.in
20. Write our College web site name _).{ . v\ )Ai__(_‘;b‘_}y LA in

21. MS Excel is a . CD—J /

A) Database Management software B) Presentation

C) To Store presentations bﬁll of the abave

B

software C) Workbook scoftwzre Dﬁprcadsheet sofruare

22. Search images in Internet using which website er‘JY7<
C) vidcos D) None

[n—)'\/

A) Pixabay bﬁmagcs

23. Paragraph formatting available in
Word B) Excel C) Power point

24. Merge Cell option available in which application \:L:)
A) Word B) Excel G)ﬂoth D) None

is a collection of cells organized in rows and columns where you keep and manipulate the data,

D) ARRAY E B] \/

D) Internct

o

25.

A) Workbook ‘{Worksheet C) Spreadsheet

Signature of the Student
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N¥ GOVT. KALASALA '
e Lnter to Learn ~ Leave 1o Serve ' e,
A ) g : ) , /’,‘ "
A angarcddigudem, Eluru Distl . (:»/
:\b = Phone : 08821-225310, Visit us at Wiy, Colapk AC,in \.j../‘( J e
& ""i E-Mail ; japgareddipudem manatvaogmail con ) e
“ 45 DAYS CERTIFICATE COURSE ON DATA ANALYTICS THROUGH MS-WORD & MS-EXCEL
& : )
REGDNo: 64 DATE & TIME : 12190003
:\V .
NAME OF THE STUDENT : | N ¢ORTHI KIRAN VAR & GrROUP: T [5:.COMCA)
.- What is the short cut key to create a New Blank Document
D) CTRL A P ;@/

A) CTRL + B B)CTRL+ C LYCTRL AN
_ Feature of MS Word helps to create a list in a document [‘93/
D) None

(*\\
¢ ‘th 2'
F:}b A) Word Art By Bullets & Numbcring C) Word wrap
& }b 3. What is the shortcut key to Find a particular word in word document [Q/j/
fb A) CTRL +Y B) CTRL + F C) CTRL + R D) CTRL + H
Which of the following is the short cut Key of Open an Existing Presentation W/
C)CTRL +N D) CTRL + P

A) CTRL + O
D) Change Word

4.
B) CTRL + C
Which feature is used to make selected sentence to All Captital Letters or All Small Letters ? ECJ/
B) Change Sentence  C) Change Case
in the Run Dialog box. {:@2{-

A) Change Letter

& N We can start MS POWERPOINT by typing
P ) A)ms word B)winword  C) msword D)word
oy . We can apply border to C
N A) Cell B) Table C) Paragraph D) All of these
) 8. The options Potrait and Landscape comes under @/
= A) Paper Size B) Page Orientation  C) Page Layout D) Page Rotation
vy 0. Which of the following to justification align the text on both the sides-left and right of margin? Epsﬂi
¢ " (A) Balanced (B) Right (C) Justify (D) Balanced
) 10. In Microsoft Word, you can select heading level styles from tab [C};{J
A) Mailings B) Reference C) Insert D) Home




f\\ ,
[ ,
f L. Wha, IS the Intemer CQD

D) Networks of Netwaork

!
/ A) Type of Browser B) A Folder C) Colleetion of websites ;
H 2 - ]
/ 12. Which of the following can You do online? Sclect all that apply. ED J i
/ A) Pay bilis B) Sent and Reccive Mails C) Watch movics D) All of the above !
/ 3. Which ofthe following is NOT a web browscr?w CCJ/ }
l" A) GOOgle Chrome B) Microsoﬂ_ Edgc C) FirelFox D) Windows {

{ 14. Drive ;
[P e oy g |
/ A) To Stores Doc filesB) To Store Sheets C) To Store presentations D) All of the above |
. 3 i
/ I5. Filter OPtion avaijlaple jp, which meny ED_D/ |
/ A) Formula Meny B) Data Menuy C) View Mcnu D) None !)

/ 16. Type of Charss in Excel (o3—

A) Bar Chay B) Line Chant C) Column Chan D) All of the above
17. How 1o find present date and time using which function EB/] -
4) Upper() * ) NowO)  Cysum( p Sin() ‘
18. Is it Possible one cejj data into number of columns EA/)/ - {
—

I19. How ¢o identify an academic website by usiﬁg which extension name E@ [_Ag/ !
A).Com B).in C) .ac.in D) .gov.in

20. Write oy College web site name WA, cs+5 9 k'aci(' il |
I

21. ms Excel js 3 . —

A) Database Management software B) Presentation software C) Workbook software D) Spreadsheet software ,

22. Search Images in Internet using which website CB]*< |

A) Pixabay b) images C) videos D) None f
23. Paragrapp formatting avaijlapje in ECJK |
A) Word B) Excel C) Power point D) Internet :

—
24. Merge Cel] option available in which application EC/J
A) Word B) Excel C) Both D) None

A) Workbook B) Worksheet C) Spreadsheet D) ARRAY
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Grateful
for
your attention...




