
  

 

 

DIPLOMA EXAMINATION –  
JANUARY, 2015 

Computer Applications 

MS EXCEL 

Time : 3 hours Maximum  marks : 75 

SECTION A — (20  1 = 20 marks)  

Answer ALL questions. 

 Choose the correct answer : 

1. Which of the following is not an option in the 

spelling dialog box 

 (a) Edit   (b) Ignore 

 (c) Ignore all  (d) Change 

 Spelling dialog box-À RÌ Á¸ÁÚÁØÔÀ CÀ»õux 

Gx? 

 (A) Gim   (B) CU÷Úõº 

 (C) CU÷Úº BÀ (D) ÷\ga 
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2. You can quickly change the appearance of your 
work by choosing auto format from the  
–––––––––––– menu. 

 (a) Edit   (b) View 

 (c) Format  (d) Tools 

 E[PÒ ÷Áø»°ß ÷uõØÓzøu ÂøμÁõP 

©õØÖÁuØS G¢u ö©ÝÂÀ C¸¢x auto format-I 

÷uº¢x GkUP÷Ásk®. 

  (A) Gim   (B) Â³ 

  (C) L£õº÷©m  (D) lÀì 

3. To copy cell contents using drag and drop, press 
the ––––––––––––. 

 (a) End key  (b) Shift key 

 (c) Esc key  (d) None of above 

 Drag and Drop-I £¯ß£kzv cell-À EÒÍøÁPøÍ 

Põ¨¤ £sqÁuØS ––––––––––––I AÊzu 

÷Ásk®. 

  (A) End R  (B) Shift R 

  (C) Esc R   (D) JßÖªÀø» 

4. 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–À |õ® øh¨ ö\´Áøu HØÖUöPõÒÁuØS |õ®  

–––––––––––– AÊzu ÷Ásk®. 

  (A) Gshº  (B) Ctrl + Enter 

  (C) Tab   (D) Cß\ºm 

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

 (a) F3   (b) F5 

 (c) F7   (d) F11 

 ÷uº¢öukzu ö\À¼À chart-I E¸ÁõUSÁuØS |õ®  

R ÷£õºiÀ Gøu AÊzxQ÷Óõ®. 

  (A) F3   (B) F5 

  (C) F7   (D) F11 

6. You can edit existing Excel data by pressing the 

 (a) F1 key  (b) F2 key 

 (c) F3 key  (d) F4 key    

 |õ® Excel EÒÍ ÷hmhõøÁ v¸zxÁuØS  

–––––––––––– AÊzuÄ®.                                

  (A) F1 R   (B)  F2 R 

  (C) F3 R   (D) F4 R 

7. Excel is a 

 (a) Graphic program (b) Word processor 

 (c) A spreadsheet (d) None of these 
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 GUö\À Gß£x 

 (A) Qμõ¤U ¦÷μõQμõ® (B) ÷Áºk ¤μõ\\º 

 (C) J¸ ì¤μm ^m (D) GxÄªÀø» 

8. A function inside another function is called a  
–––––––––––– function. 

 (a) Nested  (b) Round 

 (c) Sum   (d) Text 

 J¸ function-USÒ ©ØöÓõ¸ function Á¸Áøu |õ® 

——————– function GßÖ AøÇUQ÷Óõ®. 

 (A) öhì÷hk  (B) μÄmk 

  (C) \®   (D) öhUìm 

9. To drag a selected range of data to another 
worksheet in the same workbook use the  
–––––––––––– key. 

 (a) Tab   (b) Alt 

 (c) Shift   (d) Ctrl 

 J÷μ JºU¦UQÀ ÷ÁÖ J¸ öÁõºU ^mkUS 

÷uº¢öukzu J¸ £Sv ÷hmhõøÁ drag ö\´ÁuØS 

|õ® ——————–R-I £¯ß£kzu ÷Ásk®. 

  (A) Tab   (B) Alt 

  (C) Shift   (D) Ctrl 
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10. In a worksheet you can select ––––––––––––. 

 (a) The entire worksheet    

 (b) Rows 

 (c) Columns    

 (d) All the above 

 öÁõºU^miÀ |õ® —————–I ÷uº¢öukUP»õ®. 

  (A) öÁõºU^m •ÊÁx® 

  (B) ÷μõì 

  (C) Põ»®ì 

  (D) AøÚzx®  

11. You can open the sort dialog box by choosing from 
the ––––––––––––– menu. 

 (a) View   (b) Format 

 (c) Tools   (d) Data 

 Sort dialog box-I vÓ¨£uØS |õ® ——————– 

ö©ÝÂÀ C¸¢x ÷uº¢öukUP ÷Ásk®. 

 (A) Â³   (B) L£õº÷©m 

 (C) lÀì   (D) ÷hmhõ 

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

 (a) Title bar  (b) Menu bar 

 (c) Formula bar (d) Standard tool bar 
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 GUö\À Âs÷hõ-ÂÀ G¢u £Sv°À value ©ØÖ® 

formula-I øh¨ ö\´Q÷Óõ®. 

 (A) øhmiÀ £õº (B) ö©Ý £õº 

  (C) L£õº•»õ £õº (D) ì÷hshºk lÀ £õº 

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

 (a) = today( )  (b) = now( ) 

 (c) = time( )  (d) = current time( ) 

 öÁõºU^m ö\À¼À uØ÷£õøu¯ ÷|μzøu SÔ¨£uØS 

——————– function-I £¯ß£kzxQ÷Óõ®. 

  (A) = today( )  (B) = now( ) 

  (C) = time( )  (D) = current time( ) 

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

 (a) Data, Sort  (b) Data, Form 

 (c) Data, Table (d) Data Subtotals 

 ÷hmhõøÁ HÖÁ›ø\ AÀ»x CÓ[S Á›ø\°À 

GÆÁõÖ ©õØÔ Aø©¨£x? 

  (A) Data, Sort  (B) Data, Form 

  (C) Data, Table (D) Data Subtotals 
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15. Which is not the function of “Edit, Clear” 
command? 

 (a) Delete contents (b) Delete notes 

 (c) Delete cells (d) Delete formats 

 Gx “Edit, Clear” PmhøÍUPõÚ function CÀø»? 

 (A) Delete contents  (B) Delete notes 

 (C) Delete cells (D) Delete formats 

16. Work sheet is a –––––––––––––  

 (a) File   (b) Text 

 (c) Letter  (d) None of these 

 öÁõºU ^m Gß£x –––––––––––––  

  (A) ÷Põ¨¦  (B) Áõºzøu 

  (C) GÊzx  (D) GxÄ® CÀø» 

17. Which is the TRUE cell address? 

 (a) 1125   (b) 911 

 (c) 41A   (d) A21 

 Gx \›¯õÚ cell address? 

 (A) 1125   (B) 911 

  (C) 41A   (D) A21 
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18. Formula in Excel start with 

 (a) %   (b) = 

 (c) +   (d) – 

 GUì\À-À L£õº•»õ ——————– Ehß 

Bμ®¤UQÓx. 

 (A) %   (B) = 

  (C) +   (D) – 

19. Excel files have a default extensions of 

 (a) X/S   (b) X/W 

 (c) WK1   (d) 123 

 GUéÀ ÷Põ¨¦PÒ \õuõμn©õP G¨£i •i²®? 

 (A) X/S   (B) X/W 

 (C) WK1   (D) 123 

20. The default font size in Excel worksheet is 

 (a) 10 points  (b) 12 points 

 (c) 14 points  (d) none of above 

 GUéÀ öÁõºU^miß GÊzvß \õuõμn©õÚ AÍÄ 

——————–. 

 (A) 10 points  (B) 12 points 

 (C) 14 points  (D) JßÖªÀø» 
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SECTION B — (5  5 = 25 marks)  

Answer any FIVE questions. 

21. What are the features of MS Excel? Explain. 
 G®Gì GUéÀ-ß £¯ß£õkPÒ ¯õøÁ? ÂÁ›. 

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

 Chart GßÓõÀ GßÚ? Chart-I G® Gì GUéÀ-À 

Cøn¨£uØS EshõÚ £À÷ÁÖ ÁÈPøÍ ÂÁ›. 

23. Explain some functions in Excel. 
 GUéÀ-ß functions ]»ÁØøÓ ÂÁ›. 

24. How to run a macro? Explain. 
 Macro-øÁ GÆÁõÖ C¯USÁõ´ Gß£øu ÂÁ›. 

25. How to use clear options? 
 Clear options-ø¯ GÆÁõÖ £¯ß£kzxÁõ´? 

26. How to create a new worksheet? 
 ¦v¯ öÁõºU^møh GÆÁõÖ E¸ÁõUSÁõ´? 

27. Explain the fill command options. 
 Fill PmhøÍ°ß options £ØÔ ÂÁ›. 

28. How to Find and Replace a data in Excel Sheet? 
 GUéÀ ^miÀ Find ©ØÖ® Replace £¯ß£kzv 

GÆÁõÖ ÷hmhõøÁ øP BÒÁõ´? 
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SECTION C — (3 × 10 = 30 marks) 

Answer any THREE questions. 

29. Explain any five options in File menu. 

 File ö©ÝÂÀ EÒÍ HuõÁx I¢x options-PøÍ 

ÂÁ›. 

30. Explain the filter command in Excel Worksheet. 

 GUéÀ öÁõºU^miÀ filter PmhøÍø¯ £ØÔ ÂÁ›. 

31. Explain various options in formatting toolbar. 

 L£õº÷©mi[ lÀ £õ›ß £À÷ÁÖ options £ØÔ ÂÁ›. 

32. Explain formula auditing options. 

 Formula Bii[ options £ØÔ ÂÁ›. 

33. Explain how to create a chart from pivot table. 

 Pivot table-¼¸¢x chart-I G¨£i E¸ÁõUSÁx? 

——––––––––– 


