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Unit I: Computer Fundamentals (25 MCQs) — English-Hindi

Q1. The physical components of a computer are called:
HeR F WP geH| B! FT Hel ATl 82

a) Software / GIFCATR

b) Hardware /

c) Data / Ll

d) Program | IRITH

Answer: b) Hardware / gT8d4UR

Q2. Which generation of computers used vacuum tubes?

R B f6a Gt o IFIH oga BT ST fHar 7 A1?
a) First/ PR

b) Second / G&RT

¢) Third / THERT

d) Fourth / et

Answer: a) First/ﬂ?ﬁ’f

Q3. ALU is a part of:

ALU fraeT urT 82

a) Input Unit / $79¢ g

b) Memory Unit/ﬂﬁﬁqﬁ'cf
c) CPU / HiUig

d) Output Unit / 3T3cYe i
Answer: ¢) CPU /

Q4. Which device is an example of an input device?
319 9 P U 37Yc fSaTsd &7 3160 32

a) Monitor / AIHEX

b) Keyboard / DS

c) Printer / fiex

d) Speaker / RS

Answer: b) Keyboard / CACIES

Q5. Which of the following is volatile memory?
9 & ¥ B3t drarersa a9kt 32

a) ROM /|

b) Hard Disk / TS f&%®%

¢) RAM /3H

d) CD-ROM / HISIIH

Answer: ¢c) RAM 134

Q6. Which memory is the fastest?

A o AHRY HI- gt 32



a) Cache / $1

b) Main Memory/ﬂ“@ﬂﬁjﬂﬁ
¢) Hard Disk / 8T8 fo®

d) Flash Drive / 9ei<T 314
Answer: a) Cache / G|

Q7. Mainframe computers are used for:

AT e T SUANT fhas e fvar <imar 82
a) Small businesses / B¢ I

b) Scientific research / AT SFIHUTT

c) Large organizations / 635’ UK

d) Personal use / fGaTd ITANT
Answer: ¢) Large organizations / EI%W’IBT-[

Q8. Translator that converts high-level language into machine code line by line is:
TIS-ad UTYT B A15-II-AT3H URIH $IS A Sga aTaT giadex HI--97 82
a) Compiler / HUTITR

b) Interpreter / $eXUR

c) Assembler / TR

d) Linker / fiied

Answer: b) Interpreter / EETQE?

Q9. Which of these is system software?
T8 9 B e d ATveduR 82

a) Antivirus / GSTaRIRY

b) Word Processor / 38 TR

c) Compiler / HUTITR

d) Spreadsheet / wefic

Answer: ¢) Compiler / FUTgER

Q10. Which is not an example of output device?
T8 9 DI 3ATScye fEaTgw 71 3gT8vvI 7181 872
a) Printer / fiiex

b) Plotter / e

c) Scanner / WHR

d) Monitor / AifHex

Answer: ¢) Scanner / TR

Q11. Which of the following is not a type of computer?
e o @ B SR T USR L 82

a) Analog / TATAINT

b) Digital / fefoiea

¢) Mechanical / A fdd

d) Hybrid / gT3fsre

Answer: ¢) Mechanical | APfAPpa

Q12. Registers are located in:
foreer Fgi fRUd g 82

a) CPU / HUIg

b) Hard Disk / TS {83

¢) RAM /3H



d) Cache / BT
Answer: a) CPU /?ﬂ'lﬂ'!l

Q13. WinZip is used for:

Winzip ®T 3UaRT frafere foar sirar 82

a) Scanning / ¥b 1A

b) Compressing files / BT3d &I YUlfed BT

c¢) Formatting disks / 5% & BiHe HRAT

d) Encrypting data / S¢T &1 Tf<hP &A1

Answer: b) Compressing files/mﬁmm

Q14. Antivirus software is an example of:

THIRRY ATHedaR fHa®T 38R0 32
a) Utility software / gfeferct Aioeaer

b) System software / RIeH AIFEdaR

c) Application software / E@I%QFT IeaR

d) Firmware /

Answer: a) Utility software / gfeferdt afoedur

Q15 Computer language directly understood by CPU is:

e YT S WY cpuU gRT IHET STl 8 98 §:
a) Assembly / TEIT

b) High-level language / 3=l TR TS

¢) Machine language / TR TS

d) Java / SIldl

Answer: ¢) Machine Ianguage/ﬂ'?ﬂ*l HTHT

Q16. In memory hierarchy, which is at the top (fastest)?
AN S H H e HUR (JaQ d%l) F71 g1 872

a) Secondary / 9

b) Cache / H1

c) Primary / 19|22 Ri

d) Registers / ISR

Answer: d) Registers / IfoT&ex

Q17. Which computer is smallest in size?
PIF-IT IR ATHR § T4 Biel BT 32
a) Mini / fi=t

b) Micro / |

¢) Mainframe / A%

d) Super / JUx

Answer: b) Micro/tﬂ?ﬂﬁ

Q18. Which device is an output device?
30 A P TP M3cye fSarsy 82
a) Mouse / HI3H

b) Joystick / STARCH

¢) Monitor / AIfHEX

d) Keyboard / ®IalS

Answer: ¢) Monitor / ATT-Ex



Q19. Software that manages computer hardware is:

98 Ut duR ol He SIS duR &I YaTid vl §, 98 |1 8?2
a) Utility / gfcferct

b) Application | TR

c) System Software / RIeH TiteaR

d) Firmware / BHIR

Answer: ¢) System Software / Rew giredaR

Q20. Compiler converts:

PUTSAR FT HIde Hdl 872

a) Assembly to Machine | THIS 1 7RI H

b) High-level to Machine | I TR D ARiA o

¢) Machine to High-level / TR &1 3a T_1I |

d) Binary to Decimal /mﬁ?{ﬂﬂﬁaﬁ

Answer: b) High-level to Machine / & ¥d<19 &1 ARIF A

Q21. A device used to digitize documents is:

TS 3 fEforerss $37 & fore S19-31 SUHI0T ST fohaT Srdt 872
a) Printer / fiiex

b) Scanner / THR

C) Plotter / @ilc}

d) Monitor / HiFex
Answer: b) Scanner / TR

Q22. Which generation of computers used integrated circuits?
Fex F frg Wi & s Afbe &1 IuaT gam?

a) First / ggalt

b) Second / G&RY

¢) Third / THERT

d) Fourth / et

Answer: ¢) Third | AT

Q23. Which is not an application software?
$TH | B TR R Ao daR gl 872
a) MS Word / THTY g8

b) Excel / T

C) Compllerlm

d) PowerPoint / UIGTCHEE'

Answer: c) Compiler / PUTSER

Q24. Which memory is non-volatile?
BIF-t AR AT-gIdTersd gidl 82
a) RAM /39

b) Cache / &I

c) ROM /|

d) Registers / I
Answer: ¢) ROM /39

Q25. Hybrid computer is a combination of:

BIiers SR fh a1 Hulor gl 82
a) Analog + Digital | TN + f&fSrea



b) Digital + Micro / f$fed + AZHh!
c) Analog + Mainframe / TTcTI] + T
d) None / P13 T8t

Answer: a) Analog + Digital / QﬂlﬂT‘I + [slslcd

Unit 11: Word Processing (25 MCQs) — English-Hindi

Q1. Which tab in MS Word contains the Font group?
MS Word ® Wive J4 ford ¢q o giar 382

a) Insert/'iiizl'cc

b) Home / g

C) Layout/@[&HB_C’

d) View /

Answer: b) Home/ﬁ'ﬁ

Q2. Shortcut to save a document in MS Word is:

MS Word ¥ STrIHe Td B3 $T RicHe T 82
a) Ctrl + S

b) Ctrl + O

c) Ctrl + N

d) Ctrl + P

Answer: a) Ctrl + S

Q3. Mail Merge feature is used for:

Ad Aol BHRR &1 Iy {5 fore far sirar 82

a) Creating charts/ﬂﬁ@ﬂﬁ%ﬁm

b) Sending bulk letters / T 1Y &5 U Wi+ & folg

c) Spell check / Tt STfeH & forg

d) Drawing / ST&T & g

Answer: b) Sending bulk letters / WHT‘JG@‘H ‘ﬂ\_rle[a?ﬁﬂ'{

Q4. The default file extension of MS Word document is:

MS Word SiegHe BT fSiee WIgd TaIe S T 872

a) .doc

b) .docx

C) .txt

d) .xls

Answer: b) .docx

Q5. Track Changes is useful for:

Track Changes WWWW%O

a) Formatting text / CRC Bl BIHE P %ﬁﬂl

b) Reviewing documents / SXITaSl P THIET & fau

c) Printing documents / MSIESEISRE AN

d) Opening files / BT3d @IaH o g

Answer: b) Reviewing documents / SXATd B THIET & foe

Q6. Which option is used to insert page numbers in MS Word?
MS Word ﬁﬂﬁwmﬁévma%qwﬁwm%?
a) Header & Footer / 88X GﬁTW




b) Insert — Page Number / Eﬂ_cc PEELHN

c¢) Layout — Margins / 33T — Ao

d) References / B

Answer: b) Insert — Page Number / 3'\‘1'(.; U JR

Q7. Which feature finds and replaces words in MS Word?

MS Word H XTeg Wiel 3R Sga- & forg H19-d1 gfawr gidt 32
a) Track Changes / <& aforg

b) Spell Check / X0 T

¢) Find & Replace / BT3S 3R Rwrg

d) Mail Merge/ﬁﬂrﬁf

Answer: ¢) Find & Replace / T3S 3R =

Q8. WordArt is used for:

WordArt BT SUAIT fafere fasam irar 82

a) Drawing shapes / e-n?i%mfaﬂﬁ %1%111

b) Artistic text / HATIH® caRe b Tl

¢) Chart making /e Eﬂﬁ% fom

d) Clipart / faegamd

Answer: b) Artistic text / HETeI® ¢Re & AT

Q9. Macro in Word is:

Word ﬁ'ﬁaﬁwsﬁm%?

a) Animation /Q‘ﬁ'ﬁ’-ﬂ?

b) Recording of tasks / Hf o1 Repirat

¢) Equation editor / THIHRU HUTGH

d) Table format / S HIHC

Answer: b) Recording of tasks | BTaT Bt fpifeT

Q10. Which option sets page orientation?

U &1 e A¢ B &1 fadey =T 82

a) References / TP

b) Page Layout — Orientation / U9 33T — 3IRTCIH
c) Insert / Eﬂ'cf

d) Review / ﬁﬁij\

Answer: b) Page Layout — Orientation / TSl A3MTST — GﬁﬁQ%R’H

Q11. To check spelling and grammar, press:

a1 3R ATHRVT e & oI Hi-t it gard 82
a) F2

b) F5

c) F7

d) F9

Answer: ¢) F7

Q12. Shortcut key for creating a new document is:
T STFgHe g1 B ATdPHe Holl 7T 382

a) Ctrl + N

b) Ctrl + C

c)Ctrl+D

d) Ctrl + E

Answer: a) Ctrl + N



Q13. Which feature combines text with data source?

PI-H JIIuT SRe $ SeT Hid I Ssdl g2
a) Track Changes / <& T/

b) Mail Merge/ﬁ?ﬂ:ﬁf

¢) Find / ®T38

d) Format Painter / Hife UeX

Answer: b) Mail Merge | O Aot

Q14. The smallest font size in MS Word is:
MS Word § HaH BIeT ti-C HISS T 872
a)6

b) 8

c) 10

d) 12

Answer: a) 6

Q15. Which tab contains the Table option?

Table fAweu frPa g dgar 82
a) Insert/'&"ﬂ'c;

b) Design / f&sirg=

c) View / &

d) Review / ﬁ?ﬁ[\

Answer: a) Insert / $9¢

Q16. MS Word is an example of:

MS Word fohTesT 3T8Rul 32

a) Spreadsheet software / e Atedar

b) Word processing software / g8 TR GivcdR

c) DBMS/

d) Presentation software | TSI HiteatR

Answer: b) Word processing software / I8 TIRRAT 9iredaR

Q17. Header appears at:

2 Pei fa@Tg odl 82

a) Top of page/f‘lGr%W

b) Bottom of page / U & Hd

c) Both top and bottom / $HUX 3R A= Al
d) Only once / W@Eﬂ?

Answer: a) Top of page / U9 & SR

Q18. Footer appears at:

PR Hoi feamg aar 82

a) Top of page/ﬁG[%W

b) Bottom of page / UST & d

c¢) Center of page / U & &g

d) Margin /

Answer: b) Bottom of page /U & e

Q19. Format Painter is used for:

Format Painter @T SUANT fb g ﬁl‘(’ﬁﬂﬂ \_:I'IT'IT%?
a) Copying text/ TR HIUI P B ﬁfq
b) Copying formatting / BIHICTT BIUT HIA & fam



¢) Copying files / TT3cd HIUl B o T
d) Copying pictures / ﬁﬁﬁﬁﬁ%%ﬁ
Answer: b) Copying formatting /Wﬁﬁﬂfﬁﬁm%ﬁl‘q

Q20. To insert a hyperlink, we use:

FISWRII® ST & g for =iidde &1 ITART B 2
a) Ctrl + H

b) Ctrl + K

c)Ctrl+ L

d)Ctrl +P

Answer: b) Ctrl + K

Q21. Which menu helps in setting margins?
AT ¥e HA § DIF-9T U] 7 HRdl 82
a) Insert/'&"ﬂ'c;

b) Layout / T3T3<

¢) Design / f&siga

d) Review/ﬁ?&

Answer: b) Layout / d3mse

Q22. Shortcut to print document is:
SiFghe fiie 1 &1 ¢He FT8?
a) Ctrl + O

b) Ctrl + P

c)Ctrl +S

d) Ctrl + N

Answer: b) Ctrl + P

Q23. Which view shows document in reduced size?
PIH-91 FF SiagHe I Bie AMPR  fe@rar g2
a) Print Layout / fiic Wam3c

b) Outline / AT3 I

c) Draft / ST4C

d) Zoom / G[H

Answer: d) Zoom / 9[H

Q24. To insert symbol, go to:

Riqa s1eM & fore gl 91 82

a) Insert — Symbol / ¢ — Riga

b) Layout — Symbols / d33e — Rige™

c¢) Design — Text / feeisd — e

d) Review — Insert / ﬁTDELL—> Eﬂ_cp

Answer: a) Insert — Symbol / Eﬂé - Riga

Q25. MS Word was developed by:

MS Word foreaed gRT fasTRra fosam wrar o2
a) IBM

b) Apple

¢) Microsoft / WTCE’

d) Google / 1[ITcd

Answer: ¢) Microsoft / Iﬂ%ﬁﬂ



Unit I11: Spreadsheet Software (25 MCQs) — English-Hindi

Q1. In Excel, rows are labeled as:
Excel H 31 (Ufdaan & dad gidl 82
a)A B, C

b)1,2,3

c) Both |

d) None / ﬁs‘qﬁ‘r

Answer: b) 1, 2,3

Q2. Columns in Excel are labeled as:
Excel ﬁﬁﬁﬁﬁaﬂﬁ@ﬁ%’)

a) Numbers / T%ATY

b) Letters / &R

C) Symbols/ﬁl’&.’

d) Colors / T

Answer: b) Letters / 3&RX

Q3. Default file extension of Excel 2016 is:

Excel 2016 P fSWiee BIgd TaRICTIH 4T 872

a) .xls

b) .xlsx

c) .docx

d) .txt

Answer: b) .xlsx

Q4. A cell is identified by:

U Ad ) A UgHHET ST 872

a) Row number only / dd 3 H&R

b) Column letter onlylmﬁﬁﬂ &R
c¢) Column + Row / Hiad +

d) File name / BoIgcl ATH

Answer: ¢) Column + Row / pTaH +

Q5. Which function adds values?
PI-I1 BaRM A B J1Sdl 82
a) SUM()

b) AVERAGE()

c) COUNT()

d) IF()

Answer: a) SUM()

Q6. Formula in Excel starts with:
Excel ¥ BTHaT fra® Y= g1 82
a) +

b) =

c) #

d)$

Answer: b) =

Q7. Conditional Formatting is used to:

Conditional Formatting ®T 3UaNT f&y fore glar 82
a) Filter data / ScT ftheer dH & farg
b) Highlight cells / T &I gT3ATgc B & [old




c) Change formulas/ﬁ'%ﬂﬂﬂﬂﬁ%%ﬁ
d) Add comments / fe@oft St & fa@
Answer: b) Highlight cells /'\ﬁ?ﬂﬂﬁéﬁﬂﬁ?ﬂﬂﬁ%m

Q8. Which chart shows data as slices?
DIF1-I1 AIE ST B! T3 (EPsh) & U H fa@mar g2
a) Bar / dIR

b) Line / dlg

c) Pie / UTS

d) Column / SIaH

Answer: ¢) Pieltl'l'ﬁf

Q9. Shortcut to create a new workbook is:
9T g g a1 HT Tdhe T 872

a) Ctrl + N

b) Ctrl + S

c)Ctrl+0O

d) Ctrl + P

Answer: a) Ctrl + N

Q10. Data Validation restricts:

Data Validation fed ufaefira &var g2
a) File size / 1S d ISl

b) User input / STATH T 31YC

c) Fonts / lﬁ?ﬂ

d) Charts / ATCH
Answer: b) User input / STl §TYC

Q11. Function to calculate average is:

3d T & fore #19-a1 baRE giar 32
a) ADD()

b) AVERAGE()

c) MEAN()

d) TOTAL()

Answer: b) AVERAGE()

Q12. To insert a row, use:

T 3 SIS & U 1 STHHT Hed 22

a) Right click — Insert / IS¢ faed — T

b) Ctrl + C

c) Ctrl +V

d) Delete

Answer: a) Right click — Insert /IIgC e — ?{\“I'(.F

Q13. Which symbol locks cell reference?
HIH-91 fog 49 VB H B A1 Bl g2
a) &

b) $

c)#

d) %

Answer: b) $

Q14. Filter option is found under:

Filter fd®eu fpa ¢9 & siafa glar &2



a) Data tab / STy

b) Home tab / Eﬁ'q e

c) Review tab / ﬁq%_d

d) View tab / 31%3

Answer: a) Data tab / sared

Q15. COUNTY() function is used to:

COUNT() Wa=TH &1 SUUNT fory fru giar g2
a) Add cells / I St o fog

b) Count numbers / §&ITY 9 & forg

c) Count text/éﬂ%‘t’ﬁ‘ﬁ%ﬁm

d) None / 1 g1 .
Answer: b) Count numbers / &Y fir= & fore

Q16. Excel is an example of:

Excel WW %’?

a) Word processor / 98 WIRIER

b) Spreadsheet / wsfic

c) DBMS / SidTHTH

d) Presentation software / TSI HiteaiR
Answer: b) Spreadsheet / s

Q17. Autofill is used to:

Autofill T IuaNT f& fore forar sirar 82
a) Fill formulas / TTHAT 4R & forg

b) Fill series / TRIS U & ferg

¢) Both / QA1

d) None/aﬁ'sc:lﬁ

Answer: c¢) Both / Eﬁ:ﬁ

Q18. Shortcut to save workbook is:
THIP U B BT TdHe T 82
a) Ctrl + S

b) Ctrl + P

c)Ctrl+0O

d) Ctrl + Z

Answer: a) Ctrl + S

Q19. In Excel, cell reference A$1 means:

Excel # T YB3 A$1 BT T 3 82
a) Row fixed / 3 forey %

b) Column fixed / IaH fthad §

¢) Both fixed / Gl fha &

d) None / ﬁ%ﬂ?’f

Answer: a) Row fixed / A frag %

Q20. Financial function to calculate interest is:

TS B T B P oI HI9-91 BRI e gidr 82
a) PMT()

b) SUM()

c) COUNT()

d) IF()

Answer: a) PMT()



Q21. Shortcut to undo is:

Undo Y &T Xic P T 872

a) Ctrl +Y
b) Ctrl + U
c)Ctrl +Z
d) Ctrl +R
Answer: ¢) Ctrl + Z

Q22. A worksheet is a collection of:
Th e fraeT wug gidi 32

a) Charts / ?ﬂ'cfﬂ

b) Tables / C&ed

c) Cells / ¥

d) Workbooks / GW

Answer: ¢) Cells / I&d

Q23. MAX() function is used to:

MAX() Wa=TT T U fad fore fsar sirar 82
a) Minimum value / YJIdH HIH

b) Maximum value / 3y AT

c) Average value / 3 ga A

d) Median /

Answer: b) Maximum value / 3fHad a4

Q24. Which date function returns current date?
DIF-AT 3¢ BaRH qaq fafy a1 82

a) NOW()

b) DATE()

c) TODAY()

d) TIME()

Answer: ¢) TODAY/()

Q25. To print worksheet, use shortcut:
g iie filc #v1 & fou uidee w82
a) Ctrl + N

b) Ctrl + P

c)Ctrl+0O

d)Ctrl + F

Answer: b) Ctrl + P

Unit IV: Presentation Software (25 MCQs) — English-Hindi

Q1. Which is the default extension of PowerPoint 20167
PowerPoint 2016 P fSThlee WBISe TaRIC T T 87
a) .ppt

b) .pptx

C) .pps

d) .docx

Answer: b) .pptx

Q2. Shortcut key to start slideshow from the beginning is:
VSR B BT A WSS WM IR HA DI Db Hoil T 82
a) F2



b) F5
c) F7
d) F9
Answer: b) F5

Q3. Master Slide in PowerPoint is used to:

PowerPoint A ARCY TATSS BT IYURT fhy e glar 82

a) Add animations / Qﬁﬁ?ﬂ\‘yﬁ@ﬁ%ﬁm

b) Maintain design consistency/%ﬁﬁ?ﬁ@@ﬁ@ﬁ%%ﬁ
c) Insert sound / wﬁaﬁeﬁ%%u

d) Insert tables/éﬁﬁ@?ﬁ%ﬁm

Answer: b) Maintain design consistency

Q4. In PowerPoint, which view is used to see all slides at once?

PowerPoint # T TTY 9} w188 WA & e 14 A1 g SuaT o wiman 872
a) Normal View/:ﬁﬁ?fa{

b) Outline View / 3T3CAEH &,

¢) Slide Sorter View / TSS Ticx

d) Reading View / ST &

Answer: c) Slide Sorter View

Q5. In PowerPoint, transitions are applied to:

PowerPoint & aTﬁI'QF-I fPaw ET{[G-']?[ &
a) Text only/aﬂﬁéﬂ'\‘ftl?

b) Slide changes / T3S TG TR

c) Images only / FHad Eﬁﬁr W

d) Tables only / ad c&d O

Answer: b) Slide changes

Q6. Which button is used for next slide during presentation?

USIeRM & SR 3R FATSS UR W11 P forw SIH-171 9 SUANT gdT 82
a) Spacebar

b) Enter

¢) Right arrow / alfeT iR

d) All of these / STRIG T
Answer: d) All of these

Q7. Which key is used to end a slideshow in PowerPoint?

PowerPoint H TATES Rt THTW B3 & oI HI-H Foil STINT $1 =Tt 32
a) Esc

b) F1

c) F4

d) Tab

Answer: a) Esc

Q8. Which option in PowerPoint is used to apply the same design to all slides?
PowerPoint H Tt TTSS IR TH AT fEWISH AN =1 & o Hi-a1 fawe
SUHNT BT SIraT 32

a) Slide Sorter

b) Slide Master

c) Animation Pane

d) Design Ideas

Answer: b) Slide Master



Q9. Which feature in PowerPoint allows inserting clickable links?
PowerPoint H foTe® ¥ T i s & forg #19-3t gfaer gidt 32
a) Hyperlink

b) Action Button

c¢) Bookmark

d) Footer

Answer: a) Hyperlink

Q10. PowerPoint was developed by:
PowerPoint fad gRT fawRya favar war ur?
a) Apple

b) Google

¢) Microsoft

d) IBM

Answer: ¢) Microsoft

Q11. Which tab contains the ""New Slide" button?
"New Slide" g frg ¢q H glar 82

a) File

b) Home

c) Insert

d) Design

Answer: b) Home

Q12. Which file format can you export a PowerPoint presentation to?
PowerPoint USIeR & 5 Brgd Bide # Taquld fHar st g 87
a) PDF

b) MP4

c) JPEG

d) All of the above / JTRIad T
Answer: d) All of the above

Q13. What is the maximum zoom percentage in PowerPoint?
PowerPoint § 3ffrday GH wia=ra a1 872

a) 200%

b) 300%

c) 400%

d) 500%

Answer: c¢) 400%

Q14. Which tab allows you to insert a chart?
P 29 @ 3y =Té wils P 72

a) Home

b) Design

c) Insert

d) Review

Answer: ¢) Insert

Q15. You can add speaker notes using which pane?
3T TP ey {59 19 F Hee I s o d 82
a) Slide Pane

b) Notes Pane

c) Outline Pane

d) Task Pane

Answer: b) Notes Pane



Q16. PowerPoint is part of which Microsoft Office suite?

PowerPoint f& Microsoft Office ggc dl 1%1-'\‘“ %’?
a) Office Draw

b) Office Design

¢) Microsoft Office

d) Windows Suite

Answer: ¢) Microsoft Office

Q17. What is the purpose of the “Animations” tab?
“Animations” €& ®T 3%’583[ T 37

a) Insert pictures / ﬁﬁfvﬁ?s_"ﬂ

b) Add special visual effects / RIS T GHTd ST
¢) Format text / TR &1 BiHe BRI

d) Print slides / T3 8 flic &1
Answer: b) Add special visual effects

Q18. Shortcut to duplicate a slide is:

o Téde | TH aTsS I giWRIde fovar o a&ar 32
a) Ctrl + C

b) Ctrl + X

c)Ctrl+ M

d)Ctrl + D

Answer: d) Ctrl + D

Q19. What is a theme in PowerPoint?

PowerPoint & 19 &1 ﬁ'cﬁ %?

a) A transition / U EAT%IQFT

b) A slide layout / T X158 T3T3C

c) A pre-designed set of colors, fonts, and effects / 3T, Bhie 3% st\bdc\i-l Wqﬁﬁ'ﬁlﬁ:{
foan T I

d) A print setting / fiie TiféT

Answer: c) A pre-designed set of colors, fonts, and effects

Q20. You can apply transitions to:

3Ty IR fF W) AR 6= qoba &2
a) Text/ TR

b) Objects / iesiacy

c) Slides / ¥ilggd

d) Images / sﬁ@m

Answer: c) Slides

Q21. What is the default orientation of slides?
TAEE o1 fSWice YT &1 giar 82
a) Portrait / tﬁ%:'c’

b) Square / ¥PTUR

¢) Landscape / Ag&hy

d) Wide / a138

Answer: ¢) Landscape

Q22. What does the “Reading View” do?

“Reading View” T Bl %’?

a) Allows editing / Tf&e #3 dT®

b) Runs slideshow in window / {38 H T@TsS 2N TldT 8




c) Shows notes / A1 fa@Tar 8

d) Prints slides / T3 g4 fifc HRT 8
Answer: b) Runs slideshow in window

Q23. Which button is used to preview animations?
tﬁqaﬂﬁ%m% T g IUGRT f5aT STen 87

a) View > Animation

b) Animation > Preview

c) Insert > Play

d) Slide Show > Start

Answer: b) Animation > Preview

Q24. Which is not a PowerPoint view?
ET-I'BI' A B PowerPoint E‘[T-Iﬁ %’?

a) Slide Show

b) Outline

¢) Normal

d) Table View

Answer: d) Table View

Q25. Which option prevents editing of a presentation?

UoiexE 3t Tfse §F & AP+ & forg wi9-a1 fawed Sy gar 82
a) Save As PDF

b) Set Password | UGS ¢ B

c) Slide Master

d) Hide Slide

Answer: b) Set Password



