DIP-419 DCAS-3

DIPLOMA EXAMINATION —
JANUARY, 2015

Computer Applications
MS EXCEL

Time : 3 hours Maximum marks: 75

SECTION A — (20 x 1 = 20 marks)

Answer ALL questions.

Choose the correct answer :

Which of the following is not an option in the
spelling dialog box

(a) Edit (b) Ignore

(¢) Ignore all (d) Change

Spelling dialog box-éb & eumeuamaupiléry Qo rss
o182

(=1) engl (=) QéGam

(@) @&Cerm y,6 () Coeps



You can quickly change the appearance of your
work by choosing auto format from the

menu.
(a) Edit (b) View
(¢) Format (d) Tools
2 BIGET Couanevuller Carhmsens efenyours

LIHmeSHE oThs Ceayeid @mpbg auto format-gm
Ca g 6T(h&sCaamr(HLd.

(=) gl (=) efly,

(@) ooumiGul (FF)  (Beveiv

To copy cell contents using drag and drop, press
the

(a) End key (b) Shift key

(¢) Esckey (d) None of above

Drag and Drop-g vwenu@®gdl cell-eb 2 drarencugsenar
Ml LETEIISHE 8 2AWSS
Gouamr(Hid.

(<) End & (<) Shift &

(@) Escé& (F)  genmidlédeney

If you press the cell accepts your
typing as its contents.

(a) Enter (b) Ctrl + Enter

(c) Tab (d) Insert
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Cell-é prb enLlt Qalieuens ehmECsTaTeUSHE, BTD

2l(p&5 CouarT(hLb.
(1) eraorim (=) Ctrl + Enter
(@) Tab (%)  @aeii

What is the keyboard shortcut for creating a chart
from the selected cells?

(a) F3 (b) F5

() F7 (d F11

Caiposhss Cadeiler chart-g o (Feur&EeusDH(E BITD
& Gunng 6 erens 4 (LSHHEDTID.

(=) F3 (=) F5

(@) F7 () F11

You can edit existing Excel data by pressing the

(@) F1key (b) F2 key

(0 F3key (d) F4 key

wrd  Excel odter  CLlimeen  Hmssieusnd
A SSeLD.

(=) F1& (=) F2 8

(@) F3& () F48

Excel is a
(a) Graphic program (b) Word processor

(¢) A spreadsheet (d) None of these
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T&HCEQD eTETLIg)
(=) Apms yCrrdlymd (=) Ceurn(®) Gymagm
(@) @y & (/F)  ergleyildvena

A function inside another function is called a

function.

(a) Nested (b) Round

() Sum (d) Text

e function-§@er wHGPT@H function eumeuens BITD

function ereiim Sienp&HComib.

(=) @revCL(@ (=) 1ey(

(@) &b (F) Gl

To drag a selected range of data to another

worksheet in the same workbook wuse the
key.

(&) Tab () Alt
(c) Shift (d) Ctrl

@Cr  e@isusdld Ceum e Oourts  F.HEE
Combshss em Lu@GdH Gl Lrme drag Gslieusmne

[BITLD &-o0 LweTLI(HES Ceuahr(HiLb.
(<) Tab (<) Alt
(@) Shift () Ctrl

4 DIP-419



10.

11.

12.

In a worksheet you can select

(a) The entire worksheet

(b) Rows

(¢) Columns

(d) All the above

Qeumis& g6 Brb ——————e3 CaMBEsHEEOMLD.
(=) Qeumms& ap(peugd
(<) Gomev
(@) smevbden
() Apasgild

You can open the sort dialog box by choosing from

the menu.
(a) View (b) Format
(¢) Tools (d) Data

Sort dialog box-e5 fmliLgnE BHTD
Quaelile @ mBg CaMhelsH&s ColamTHib.
(1) ey, (=) oommGol
(@) (@Beovev (rF)  Guiom

Which area in an Excel Window allows entering
values and formula?

(a) Title bar (b) Menu bar

(¢) Formula bar (d) Standard tool bar
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13.

14.

T&0Fer aflamCLr-ald erpg UGSHuder value wHmD
formula-g e 11 QeFComib.

(1) evLLigéd umm (=) Cey L
(@) ooummpeom LmT (/) evCLemri(® Beb LT

Which function will you use to enter current time
in a worksheet cell?

(a) =today() (b) =now()
(¢) =time() (d) = current time()

Qauris& Qgdalad gHGuramsw Crrsms GMULISHE

function-gg LweETLHSSHEHTD.
(=) =today() (<4,) =now()
(@) =time() (/) = current time()

How do you rearrange the data in ascending or
decending order?

(a) Data, Sort (b) Data, Form
(c) Data, Table (d) Data Subtotals

Culinmemeu egmeuflens oeveg @omi@ euflengulled

GreueUTm) MHMH HeLOLILIE?
(1) Data, Sort (<) Data, Form
(@) Data, Table () Data Subtotals
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15.

16.

17.

Which is not the function of “Edit, Clear”
command?

(a) Delete contents (b) Delete notes

(¢) Delete cells (d) Delete formats
org “Edit, Clear” s Lenergsmer function @dena?
(=1) Delete contents (<) Delete notes

(@) Delete cells () Delete formats

Work sheet is a
(a) File (b) Text
(¢) Letter (d) None of these

Qeurs & eremuigy

(=) Gamiy () aumiseos

(@) ewssl (/) ergia)b Qe
Which is the TRUE cell address?

() 1125 () 911

(c) 41A (d A21

orgl sflwren cell address?

(=) 1125 (<) 911

(@) 41A () A21
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18.

19.

20.

Formula in Excel start with

(@ % () =

(© + @ -
TEHEVFD-D o oLITT(LPEIT

< TOUES D).

(1) % () =

(@) + () —

Excel files have a default extensions of
(a) XIS (b) X/W

() WK (d) 123
eT&aed CHMUILIGET FTSTTERTLONS GTLILIG (LPlg.U|D?
(=) XIS (=) XIW

(@) WKi () 123

The default font size in Excel worksheet is
(a) 10 points (b) 12 points

(¢) 14 points (d) none of above

o L6l

THae CeurmsEliqen (ST FTSTTERTLONGT 6T6

(1) 10 points (<) 12 points
(8) 14 points (FF)  gemmLilédeney
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21.

22.

23.

24.

25.

26.

27.

28.

SECTION B — (5 x 5 = 25 marks)
Answer any FIVE questions.

What are the features of MS Excel? Explain.

GTLDETAV GTEHEVE-60T LIWeTUM(H&6T wWimeneu? efleufl.

What is Chart? Explain different steps for
inserting a chart in Excel.

Chart crempmed eremmen? Chart-gg erib erev erdaned-6d
@anenTiLgm @ 2-ar_men LieoCeum eulilsener alleur.

Explain some functions in Excel.
eréavev-ar functions Heveupenm efeu.

How to run a macro? Explain.
Macro-eneu ereueumm @uiG@Eeumi eremieng afleuil.

How to use clear options?
Clear options-enui ereueumm LiLieTLI(HSGIeumil?

How to create a new worksheet?
Hw CeuraELlenL ereueumm o (heumé@eumi?

Explain the fill command options.
Fill s L ewerule options b eSleur.

How to Find and Replace a data in Excel Sheet?
adeved F g Find womidb Replace vweru(sd
credaumm CL L L_meneu end <y,6Teumil?

9 DIP-419



29.

30.

31.

32.

33.

SECTION C — (3 x 10 = 30 marks)
Answer any THREE questions.

Explain any five options in File menu.

File Quepeier o érer ggmeug g options-semer
afeurl.

Explain the filter command in Excel Worksheet.

erdend Ceummédiiged filter s Lenaranws Limml elleul.

Explain various options in formatting toolbar.
oG 1g i (Beb Limfler uaGaumy options umml elleul.
Explain formula auditing options.

Formula <1419 options umml efleur.

Explain how to create a chart from pivot table.

Pivot table-afl(mBg chart-g eriiLig. 2 (heurd@eug)?
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