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INDIRA GANDHI NATIONAL FOREST ACADEMY
Computer Awareness & Application in Forestry (2011-13 Course)

Duration 3 hrs Max Marks 100

Attempt all Questions

Q1. Inascenario, it is often required to send same letter to more then one people at different
locations. Which feature of MS Word will be used here ?

1) Envelopes and Labels
2) Letter Wizard

3) Header and footers
4) Mail merge

Q2. Which of the following is not the feature of MS Word.

1) Spell Check

2) Auto Correct

3) Mail Merge

4) Scenario & Goal seek.

Q3. What process is used to recall a previously saved document

1) Save as

2) Paste

3) Open
4)Copy & Paste

Q4. Which of the following Bar is not available in MS Word
1) Menu Bar
2) Tool Bar
3) Status Bar
4) Formula Bar

Q5. Operating System is a
1) Programme
2) Utility Software
3) Platform
4) Anti Virus

Q6. The process using which you can recall a saved format for further use:
1) Spell Check
2) Word wrap
3) Merge cell
4) Auto Correct

(1)

(1)

(1)

(1)

(1)

Q7. The feature of MS Word using which we can print Banners and Messages in already set format is

1) Word Art
2) Word Star
3) Word perfect
4) Auto Correct

(1)



Q8. In MS Excel all formulas begin with
1) <>
2)#
3)?
4) A

Q9 How many types of cell referencing are there in MS Excel
1) 4 Types
2) 3 Types
3) 2 Types
4) only 1 Type

Q10. Relative cell referencing uses
1) S sign
2) # sign
3) ! sign
4) None of the above

Q11. Absolute cell referencing uses
1) S sign
2) # sign
3) ! sign
4) None of the above

Q 12. In office 2007 the steps used for getting the macro button on Menu Bar.
1) File- Excel Option- Popular- Show Developer tab in the Ribbon.
2) File- save as-choose file type - new file name- save
3) File — Print — choose selection — ok
4) File- Excel Option-Proofing- ok.

Q13. In MS Excel the function which combines two words “ram” and “kumar” as “ram kumar” is
1) Concatenate() ' (1)
2) Left()
3) Right()
4) Length()

Q14. In MS Excel the function which calculates length of a word “computer” as 8 is
1) Concatenate() (1)
2) Left()
3) Right()
4) Length()

Q15. In MS Excel the function which prints letters from left from word “computer” is (1)

1) Concatenate()
2) Left()

3) Right()

4) Length()

(1)

(1)

(1)

(1)
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Q 16. What will be the output of function rightS(“Computrer is fun “, 3) in MS Excel (1)
1) Com
2) fun
3) rer

4) none of above

Q17. What will be the output of function leftS(“Computrer is fun “, 6) in MS Excel (1)
1) Comput
2) is fun
3) reris fun
4) none of above

Q18. The function which prints maximum values out of given range is (1)
1) Length()
2) Big()
3) Max()
4) Min()

Q19. The function which prints minimum values out of given range is (1)
1) str()
2) Val()
3) Max()
4) Min()

Q20. MS Power point is used to (1)

1) Create a spread sheet
2) create a presentation
3) Create a Database

4) Create a mail merge

Q21. MS Excel is used to
1) Create a spread sheet
2) create a presentation
3) Create a Database
4) Create a mail merge

Q22. MS Access is used to
1) Create a spread sheet
2) create a presentation
3) Create a Database
4) Create a mail merge

Q23. To set the slide show timing we use :
1) Rehearse timing feature
2) Recall Timing feature
3) Slide Timing feature
4) Practice timing feature

Q24. To make the text and pictures fly away or fly in in MS Power point we use
1) Activation feature
2) Animation feature
3) Recording feature
4) Resetting feature

(2)

(2)

(2)



Q25. Macro is a feature using which we
1) Delete the steps
2) Record the steps
3) Print the steps
4) Stop the steps

Q26. Once the macro recording is started it needs to be
1) Saved
2) Stopped
3) Save as
4) Print
Q27. MS Access is a
1) Word processor
Spread Sheet

)
3) Presentation
) Database

Q 28. Data is divided into
1) Text, Numeric, Date, Memo
2) Groups, Table, Sub groups
3) Organization, Scenarios, Referencing
4) Formulas, Tabulation, Goal Seek

Q29. In MS Excel to predict a result on given data, we use
1) Scenarios

2) Goal Seek

3) Tabulation

4) Logical if

Q 30. The 4 main process of MS Access is
1) Table —Query — Forms- Reports
2) Query — Forms- Reports- Table
3) Reports- Table- Query — Forms
4) Reports- Table- Forms - Query

Q31. The correct form of using formula salary =basic + hra +da in MS Access is
1) Salary = hra+da+basic

' 2) Salary =da+basic + hra
3) Salary : [hra]+[da]+[basic]
4) Salary : [hra+da+basic]

Q36. Decision making in MS Excel can be done by
1) Logical If
2) + operator
3) - operator
4) /operator

Q37. In MS Excel, to stop entering unwanted data in a cell we use
1) Data validation
) Data merging

3) Data Wraping
) Data base

(2)

(2)

(2)

(2)

(2)

(2)

(2)
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Q38. Network is a setup of inter connected (2)
im 1) Computers
® 2) Monitors
3) Printers

4) Scanners

Q39. Networking is done for sharing (2)
1) Resources

2) Pages

3) Pins

4) Planners

Q40. The wired network is also called (2)
1) Managed Network

2) Mesh Network

3) Cross Network

4) Serial Network

Q41. To connect computers with one another we use (2)
1) Switches
2) Direct cables
3) Serial Cables
4) Soft Cables

Q42. While working in MS-Word you have to work with (2)
1) Mouse only
2) Keyboard only
3) Both mouse & keyboard

Q43. To add content of two cells B1 and B2 we use (2)
1) =B1+B2
2) =ADD(B1+B2)
3) =A1lplus A2

4) None of the above

Q44. To find the maximum value among the cells A1, A2, A4, A5, A6, A7,A8,A9,A10 we use (2)
1) Max(A1,A3,A5,A7,A9)

2) Max(A2,A4,A6,A8,A10)

3) Max(A1:A10)

4) None of the above

Q45. To find the minimum value among the cells A1, A2, A4, A5, A6, A7,A8,A9,A10 we use (2)
1) Min(A1,A3,A5,A7,A9)

2) Small(A2,A4,A6,A8,A10)

3) Min(A1:A10)

4) Least(A1:A10)

Q46. To find the average value among the cells A1, A2, A4, A5, A6, A7,A8,A9,A10 we use (2)
1) avg(A1,A3,A5,A7,A9)

) mean(A2,A4,A6,A8,A10)
3) avg(A1:A10)

) average(A1:A10)



Q47.To count the values among the cells A1, A2, A4, A5, A6, A7,A8,A9,A10 we use (2)
1) count(A1,A3,A5,A7,A9)

2) count(A2,A4,A6,A8,A10)

3) count(A1:A10)

4) counter(A1:A10)

Q48. To count the values among the cells A1, A2, A4, A5, A6, A7,A8,A9,A10 which are more then
100, we use (2)

1) count(A1,A3,A5,A7,A9)
2) countif(A2,A4,A6,A8,A10,”more then 100”)
3) countif(A1:A10,”>100")
4) countif(“>100",A1:A10)

Q49. To find the division based on percentage shown in cell A1, as per the following condition  (2)
Percentage Division

Between 60 — 100 1%
Between 45 to 59 2™
Between 33 to 44 3
Between 0 to 32 fail
We use :

1) If(A1>=60,"1*", if(a1l>=45,"2"", if(a1>=33,”3'" if(a1>=0,"fail"))
2) If(A1>=60,"1*", if(al>=45"2"", if(a1>=33,”3"",if(a1>=0,"fail")))
3) If(A1>=60,"1%", if(al>=45,"2"", if(al>=33,”3'" "fail")))

4) None of the above

Q50. To use add cell A1 from Sheetl and A2 of current Sheet, we use the following formula (2)
1) Al1+A2
2) Sum(A1+A2)
3) Sum(A1:A2)
4) ‘Sheetl’!A1+A2

Q 51. To copy a formula down word we make absolute referencing for (2)
1) Column
2) Row

3) Both row and Column
4) None of the above

Q52. After typing the value for a cell in MS Excel you need to press (2)
1) Insert
2) Insert Tab
3) Enter
4) Delete

Q53. To create a chart we use following command sequence (2)
1) Select Data- Insert- chart- choose chart type
2) Insert- chart- Select Data- choose chart type
3) Select Data- choose chart type- Insert- chart-
4) None of the above
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Q54. To insert a table in MS Word we use

1)
2)
3)
4)

a55.

1)
2)
3)
4)

Q56.

1)
2)
3)
4)

Q57.

1)
2)
3)
4)

Insert-table- select no of rows and columns
select no of rows and columns- Insert-table
Table- select row- select column

None of the above.

What is the extension of MS Word 2007
Doc

Txt
Dot
Docx

In MS Access to create structure of database we use
Table Creation

Report Creation

Query Creation

Form Creation

In MS Access to use formulas in database we use
Table Creation

Report Creation

Query Creation

Form Creation

Q58. In MS Access to display Records of database we use

1)
2)
3)
4)

Table Creation
Report Creation
Query Creation
Form Creation

Q59. In MS Access to Add records to a database we use

1)
2)
3)
4)

Table Creation
Report Creation
Query Creation
Form Creation

Q60. The Advance version of database is

1) Oracle

2) Orwin

3) Data Structure
4) Data Table

(2)

(2)

(2)

(2)



