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Lecture Contents

& Microsoft Word
& Microsoft Excel
&1 Microsoft PowerPoint

Microsoft Word ‘

Microsoft (MS) Word- ¢35 e3¢ amifsi 5o e |
MS Word’3 %125 @35+ .doc, .docx «3e Executable 12 Winword.exe (43 €T SEG 9 27) |

The Rectangular area of the screen that displays a program, data and/ or information is— Window.
e

v e B ol . (3R e wTe o I |
v e, e, B 5i2et =, 145 <=, fomiza w1 Tonifir |
v SCHIE @IERE I AW/ e FACS AN |
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( <1< (Bar) )

y !
! Minimize Maximize Close |
Dialog Box Launchear .

Scroll Bar

Status Bar View Buttons Zoom Control

<« 919 (Bar) g SRR
SO ) = 54/ Fe: Minimize, Maximize, Close
od. (Title Ba.r) AN GG TAE | = Quick ST IR &y 53R I T |
= B12054 Atd Window'd 7% A1 |
oX. | (3= (Menu Bar) | Ti80« iaR e | = a5/ Fwre: File, Edit, View, Insert, Help.
SBIGRT A 3 " T RS 92 eWiE F0E W3R Page (4B A¥R), Sec (G
o9 (Status Bar) 7 e fies TR Ln (7118 99R) o $3 |
= B R A ST |
o " B A KR T FIeGi— b () €2 AEI T TMIH (9R) |
08. (Tool Bar) o AR * Header (@TR)- R Sotaa S 512641 W3r Footer (F61)-
B 06 Siea BIR0 |
= By default, Header & Footers are printed on every pages.

® “Your Success Benchmark” " [Giddapari




{ Lecture/ 03 | Computer & ICT ¢ WORKBOOK BJAN]
= G5 51 A9 A6 1 T- 3. IBISE FERE (Standard Tool Bar), *. Fa=1f62 FFRIE (Formatting Tool Bar)

e g A SR

e " S{Y: (N JIEE W

(Standard Tool Bar)

= M (Command): Save, Open, Copy, Paste.
*  Wordbook's sf¥g =itz i =1 3571S1C ok €To9 IR MG (53 41 = |

T G .
(Formatting Tool Bar) =

" SR IBIEIC GAAIER Fbd TS |

% (Command): Bold, Italic, Underline.

T RS, T NI (R G FAC, TR FACS, @@L TEARTTS 95 TS,
SISTeTIRA te 92 41 = |

& RGPS GRS o Key IR2[R FCA @141 (R TR | 720~

v Backspace Key: FP{E1 INHF (A0F @1 (ME |

v Delete Key: FIHER TR (FEE SMAF *19) (ATF (MR |

v Insert Key: P Tt (@141 (TR |

( &9 (Menu) )

AutoSave @ orr ] o B ”‘ B 5.'-.'
Home Insert Draw Design Layout References Mailings Review View Developer O Tell me
C’Dv & Calibri(Bo.. v 12 ~ A" A"  Aa~v B ¥y = =00 = = e ol T
s il envia-2.ame B===H|=-] 0@

% UG IRAT: TRCGEOTEG ST (1A 71— ob b 1 72— T (Font)

1. File Menu 2. Edit Menu 3. View Menu
4. Insert Menu | 5. Table Menu 6. Format Menu
7. Tools Menu | 8. Window Menu | 9. Help Menu

o IR0 eFeM G (Menu) F REiffs
[CBAT AT =

(5) T2 G (File Menu)

& WIEOTFD GITEH &R (- T2 (File) (7 |

&  FIRT (WF WY Sub Menu: New, Open, Close, Save,
Save As, Print, Exit, Page Setup, Properties.

(R) «fSB & (Edit Menu)

& NR(EFPTHE TGS feolT (- «fes = (Edit Menu).

% Sub Menu: Undo, Redo, Copy, Cut, Paste, Select All,
Find Replace, Go To, Clear, Clipboard, Paste Special.

« Editing— Describes the process of revising a document’s
content.

(©) FFGIG &9 (Format Menu)

& FIWIO I (Format Menu)'q @S~ Slide Design,

Slide Layout, Type Face.
« Changing of Fonts and their sizes allows— Formatting.

THECod 39 A R, ISl wedn, afafss o
o149 <3« J1 3518% | FCFRG English Font zw=ti- Times

New Roman, Arial, Corsiva, Bookman Old style,
Courier New Garamond, Impact, Monotype.
Font Color: ¢T9I9 FI79 |

Superscript (RRES): (FUCE I GFp TAE
R & IR 9 Y | @ R° @9, R GF
AGAR © ARG Mg fordl g@we | *BFE
Ctrl + Shift + Plus (+)

Subscript (TRfE#S): FTE AR GFp 76 @T4=
T LA T T | @ H,0 @I, H RS TR
2 ARf&HR M 14t zeace 1637 S: Ctrl + Equal (=)
5 IBIRA (Font Style): NEIEFPTHG SIS T I518e
8 49, I Regular, Italic, Bold €< Bold Italic.

(8) G I (Insert Menu)

7
0‘0

PGS W@PS— Page Number, Auto Text, File, OLE
(Object Linking and Embeddinlg), Hyperlink.

d Ruler-99 S@g%— Tab stop box, Left
Indent, Right Indent.
Table tSfd S FAE: Insert — Table — Insert Table.
&8 Table of Contents #I'&3 T1¥; Reference-9 |
‘j‘éT qRE ST FA: Insert — Header and Footer.
TAICG &Pt ATE- 59 AT |
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&< (Break)

(T TFCACHA I (518 A ATATT G P T

Coe 1 T I T |

v (9% @ (Page Break): €@ (73 &F IF AR
CHRCS @ACS AR T R |

v @9 @@ (Section Break): THCCHA €I
aFIfeF (3o TANIo [T AfkTes Fce
IR T4 W | ey Tt [feg o tofd

FCA | 97*9: Odd Page, Next Page, Even Page.

+« Indentation: The space left between the margin and the
beginning of paragraph. First line hanging are special
forms of Indentation.

(= T (Mail Merge)

& MS Wordd @3 o am W « 93 Bl
vifvTe e BFIm AL A T |

7
L X4

% @ (N W T FA - @2 B 1w [fey
fiemn fog fog afe @ afsonmm 7= “momm
ATE T, O T& Bfow 7 fog fog o g
0 YR oG A Aefrer B o1om w1 7w |

% @ LS Mail Merge ¥ tF— Mailings.

< Mail Merge FI® &AM K &5 ICH— 0 T3
Cofd 0O T |

o FEEe: = Bt v ot 3w (7 B «s
Form Template TICIG RO ACF) @R @Fifew
SR core 1 TR | (NEA TSR AR G2 AN
QP CFEIBS QPN (27 F1 W |

% The ability to combine name and addresses with a
standard document is called— Mail Merge.

+« Essential Component: Main Document, Data Source,
Merge Fields.

THTEH NRCFEs GICeq [{foq =696 ¥ (Shortcut Key)

& Ctrl g9 A-Z «z [feqg Ft (Key):

Key JRE Key [

Ctrl + A GG Ctrl + N Create a new Document

Ctrl +B GI6 @ Ctrl+ O Open a document

Ctrl+C @iea feg 34 (Copy) 71 Ctrl +P TS oS

Ctrl+D | ¥ ARISTa &) TR I8 o Ctrl +Q SR TR IR Coft T &=y

Ctrl+E CTOR IR FA ctrl +R GHOTE I35 GAZATS F4l

Ctrl+F | ==t (e qt 4fZ%9 (Find & Replace) ¥4 Ctrl +S T2 (T

Ctrl + G Go To ST (TS Ctrl+T Doing a Tab on a Browser

Ctrl+H et IS Ctrl+U GG ATFETIZ A1

Ctrl +1 GO Italic FICS Ctrl +V (GHG (?PG (Paste) FFI1F &)

Ctrl +J B30 TPOFIZT GG F41 Ctrl + W T8 IF (Close Tab) F41F &=

Ctrl + K RAMIS Cofd Ctrl + X @ Fg F (Cut) I &

Ctrl + L (GG (576 GIRTCAB 4l Crl + Y Redo (71T 144 SRZE Ae)

Ctrl + M BT (MR &) Ctrl + Z Undo 31 7733 S9gR fefaca sue

% Ctrl 37 31 sy It (Key):
Key JIRA Key [
ctrl +[ T ARE (Bo IS Ctrl +] T IR IC FACS

Ctrl + Enter Insert a page break Ctrl + Esc Open the Windows Start menu

Ctrl + Home THEATHA BPCS AeT Ctrl + End THCACHA (0T JreA
Ctrl + Page Up Screen-43 ¥FECS Jhe; Ctrl + Page Down Screen-A3 (*[c3 e
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< S S (Key):

Key IR Key [
Home Line-93 &FCS End Line-43 ¢*ty
Page Up @3 Screen S Page Down @3 Screen 6
Esc @t o ifes w4 Shift + Del Delete without moving to the Recycle Bin
Shift + F3 Change the case Shift + Insert Paste text from the clipboard
Shift + Enter GICORKE] Shift + Ctrl + E Gis A 0o
Ctrl + Shift + N Create new folder Ctrl + Shift + Esc Open Task Manager

% Ctrl + Alt + Delete: Three-Finger Salute T #fEfo® |
% Ctrl + Alt + Delete 9 TG (T IS F1 -
v FEER @D (JFgEE) F9 T |
v Task Manager (F g+ SIS W1 &Wiq 41 T |
v B3reIe SeiEfbe Pt 999 (@I (@il Fh0s 9E 91 2T |

Document @3 fRfSg gt PR SRgew

THCEA Sy F T Ao T T WIS wigee Ffa (7111 S Mouse I F (@ITEA IR I (6 [Enter I ATH
Tog (1), 76 (1), ©F (), AW («) O oz swfere 86 F wyza w1 q7 |

To Move To Key To Move To Key
O3 IFA ©IC - GF FH A «
@3 Line 6 \! @3 Line &9t )
A< Word Ity Ctrl + —» A< Word 9It Ctrl + «
Line a3 ¥FCe Home Line @3 (*It3 End
AT AT ctrl+ 1 AT 0T ctrl + 4
@3 Screen & Page Up @3 Screen 96 Page Down
Screen U9 ¥ECO Ctrl + Page Up Screen ¥ (*ICY Ctrl + Page Down
Document U3 ¥FCS Ctrl + Home Document €3 (*ItY Ctrl + End
O
5. MS Word-9 @R (e &% e 2itw? v. In MS Power Point, which function key in the
Te3: File keyboard is used as a shortcut for starting
2. @ g (w5 Find option & &iF 3167 oot ==t slideshow?
2 Tex: F5
Sew: Ctrl + F q.  WRCGHPTRD GG 2T AF© T F© ACT?
©. (I THCNCHR (AT ST IS (FAG? BET: Svivo AT |

©ea: Control + End

b. I FCEoT TERT (F?
8. MS Word-¢ F8 J fena oioil =1 & =2

Tex: (MW G |

e «3f ~rrarE s = |
¢. T GRS R T IS B ST TR R ae | B (o T I x4 2
Tes: Ctrl + E TET: Sobbr AN |
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Class

Microsoft Office is an example of a- [Combined 9
Bank Senior Officer (General)-2023]

a. Closed source software

b. Open source software

c. Horizontal market software

d. vertical market software Ans: a
In MS Word, the shortcut key Ctrl + O is used
for- [Combined 5 Bank Officer Cash-2022]

a) Opening a document

b) Inserting a table

¢) Saving’s document

d) Defining a margin Ans: a
Which of the following is used to select whole
document? [Combined 5 Bank Officer Cash-2022]

a) Ctrl + C b) Ctrl + X

c) Ctrl + A d) Ctrl + W Ans: ¢
Which of the following is the shortcut control

key for centering text? [Combined 9 Bank Officer
General-2022]

a) Ctrl + B b) Ctrl + C

c) Ctrl+ E d) Ctrl + F Ans: c
Which key can be used to display the save-as
box in MS word? [Bangladesh Bank AD- 2021]

a) F12 b) F5

c) F9 d) F6 Ans: A
In Microsoft Word, first line and hanging are
special forms of---. [Combined 5 Banks (Officer)- 2021]
a) Alignment b) Spacing

¢) Indentation d) Numbering Ans: C
By Pressing which key we can move to the
beginning of a line in a MS Word document?
[Southeast Bank Ltd. PO-2020]

a) Window Key b) Shift Key

c) Tab Key d) Home Key Ans: d

10.

11.

12.

13.

14.

15.

Practice

In MS Word Pressing Ctrl + E will: [Janata Bank
Ltd. Officer-Cash-2020]

a) Center alignment b) Underline text

c) Draw table d) Exit word Ans: a
The shortcut key to open the OPEN dialogue
box in MS-Office is-[Bangladesh Bank Officer
General-2019]

a) F12 b) Shift F12

c) Alt + F12 d) Ctrl + F12 Ans: d
In MS word, which one of the following key will
refresh or reload the page. [Combined 5 Banks
(Officer)- 2021]

a) F5 b) F7

c) F8 d) F10 Ans: A
In MS-Word, Bullets and Numbering are in the
tab- [Combined 7 Banks & 1 Financial Institutions (Senior
Officer)- 2021]

a) Insert b) View

¢) Home d) Design Ans: ¢
The space left between the margin and the
beginning of a paragraph is called-
Bank Officer General-2019]

a) Gutter b) Alignment
c) Merge d) Indentation Ans: d
Which is not a font style? [Janata Bank AE-2019]

a) Bold b) Superscript

¢) Regular d) Italic Ans: b
Which file starts MS Word? [Janata & Rupali Bank
Ltd. Officer General-2019]

a) word.exe b) msword.exe

c) word 2003.exe  d) winword.exe Ans: d
Which of the following is not available on the

Ruler of MS Word screen? [Janata & Rupali Bank
Ltd. Officer General-2019]

a) Center Indent b) Tab stop box
c) Left indent d) Right indent

[Bangladesh

Ans: a

@ “Your Success Benchmark”
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Microsoft Execl ‘
Excel *Itog Sifoqifas - @ 267 |

Microsoft Excel— @35 T SFENZRM TH087F |

MS Excel-93 FI&: (T5! JH9 8 JAFINT AT FICS MS Excel I F |

Executable FIZ&T: Excel.exe. G 1 STOIT GTFT FIR GCAAF A1 - Ctrl + tab (2 ¢ |

JRER: Ay ¢ fR-femt fags et tofia o, onfdfs s @@ o6 F5FRe @, @it Tgfi[
3 R o, ASHIE Tewa (79 FA0S UI%© T |

< CHER Valid B2 (86T 93 Character. CPEf*TE T FA1 T 1= Trigonometric Calculations.

MS Excel- @5 538 fifeg orf (Term)

S. CHeE (Spreadsheet)
% Spreadsheet *t%@ =S« - ToiA! “rst (Spread =€ TOAT @3z Sheet =i #iTet) | & FaCe@ T X 7% @3z Y
I A (RIG (RI6 TEH [Co! N=F 99 Aot 6 5w R (Spread Sheet) I |

3. GRRHG (Wordsheet)
% Excel-a3 AR oo @ =g Fie 341 27 ©ite Worksheet 3 |
S CHTRT (T SPRYT TRRME THE ARG I | e C2eee zeen Worksheet. @36 rof STARetE! (13T @5
T4 TR, TS (o foR oy GARERG 4T ST F\ T AN |
% SFERGE Row (1) @32 Column (F41):
V' Gl SARHTGE WSS A1 B IR A I (AF TR e = 9qeE Row (1) Iea
v TR A1 TR (At 05 e eremie w@ee Column () A0 |
v g Row (A1) - 65536 & «@az Column (F&m)- 256 5 |
v eF#E Row & 1, 2, 3, ....... 74t @2 Column & A, B, C, ........ 74 fofze a1 =7 |

5

%

X3

8

X3

8

X3

8

5

%

. @ (Cell)

A @ ST A (@ COfaFS (=G (RS TSI TS (et 6T 2 |

SIRHGA @AFTE TMAE U3 GTHER Ferw @ T afelt Samia- @@ (Cell).

SIRHRTER G A1: 65,536 x 256 = 1,67,77,216 & (@36 ¢ieew Fyieasa ffis: 32,767 ) |

T A4 (81 Entry %¢a 1 @16 Cell-«a =i 21 2it: > Numeric Data— Numbers/ Value, 2. Alphanumeric/ Alphabetic
Data— Labels, w. Formulas.

& O TR T U TN AL 932 ARSI I ey 71 =W | @9 96 @7 Fenw A, @ 1= Cell — AL @3k Cell
a2 3@ TS $ IR F4 W | @9: Al & F31cs $A$1 (3eF Absolute Cell Reference J#1 23) 3921 41 2 |
Cell Format: ¢ ==w31ce7 Wige Worksheet-«3 Content s/t «iRell 1 ¥ |

Active Cell o= w21 =3: @36 Dark Wide Border-«43 si<ies |

Ctrl + Space: Select an entire column in an Excel spreadsheet. F11 — Creating a chart from the selected cell.
To display one line in multiple cell select — Wrap text check box.

Long text can be broke down in many lines within a cell using — Wrap text.

8. eq%g® (Workbook)

& CHEE TR 9T5E (Workbook) =1 =3 |

% @ (Workbook)— «=ifss sai=f#6a = (Collection).

% TRYT: TEH Fob SIS (A AR S FATHIEE (N To17 foaie |

% AR Sy @ 5 (Sheet): Work sheet, Chart Sheet, Module Sheet Ze7if% |

K/
0‘0

X3

8

X3

8

K/
0‘0

X3

¢

X3

S

X3

¢

X3

S

X3

S
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O Excel Screen-93 @ 3=t (Component) B+ 3t 3% a1 I 71- Formula Bar, Status Bar, Tool Bar.
0 6t e (e Disable 31 466 @ B (Key) 625 3 T GIee™ W Soites w41 =5 F9.

O COUNTA function: Counts non-empty cell. Tells the number of numeric entries in the designated range.
O View Menu @ @g% - Split.

919 (Bar)
= (Bar) SR
= Excel Windows-«3 =r&tw= Microsoft Excel-Book 1 @<t a5t Title bar 3 |
Title Bar " (TS T (I FIZA I TFCAD ST FACE G206 @ (TS T FIZ0E I emi*e 27 |
o RIS S A6: T o ffEiEs, TR 8 @ 5w A |
" SRYE: G @ W |
Menu Bar » (g 3R Sege: File, Edit, View, Insert, Format, Data, Window, Help gs5ifw |
" IR @I G 1 A= Alt + F 31w e |
= SRYE: (I A s w1y [feq 2w weafre I |
" TOR(G SIHA JOAE HZAF I B A0 I 7F |
»  SRYE: periEd fAeee fce |
Formatting Bar | * 9% T5 AfGTew, TCo9 ATW (RG-IQ, @GS (@, WAOE w2, FoITF 1, (T2 WEAZTETE
41, SCOHIR5 ! o7 |

FormulaBar | = 399053 W9 @3 fafeg w5fen emfe = |

FR¥F (Function)

Tool Bar

% TER R T TR | @ oft AR @eIwEE
T AL+ A2 + A3 @3 Tiz: Sum (Al : A3)

& PEIM0 SPGeT FRAT FICF FRCFCH SCADAT FAT XA

() Statistical Function (AR FIR*I)

Financial function
Look and Reference function

T (Formula) % AVG - MS Excel-«= Valid Function =3 | MS Excel
< g3l SAFMRGT CTETR Sffe] FETHET T s | Function: LEN, TRIM, MIN.
(Equation) | STB: STFHCET THARIE | o P SHE FR: .
o - . . v/ Statistical function
% T F T4 A ‘=" (Equation) % 927 6 (@1 . :
> L., oS P v' Mathematical function
TR A = oz A A T TFE: ] | v Logical function
FR¥F (Function) ; !p;‘gtrm]té%réguncnon
AR L 9ACHTT AT I 0T | v Database function
v
v

cvq BRH @ IS @ o
@ 7@ SUM wiexe GFIEF ER @ioee e = SUM (Range/ List)
TG G AVERAGE %1z A2 e erets nfafes g et | = Average (Range/ List)
TN T MIN i fifie cuem e Faew syl 9 | = MIN (Range/ List)
IR T MAX g e @eR TR 3zew Jy = MAX (Range/ List)

0 Twze: @6 MS Excel-49 (371 (Cell) D1, D2, D3, D4, D5-43
v @I SFIR TR = Sum (D1 : D5)
v’ 9% I T = Average (D1 : D5)
v e A e w541 = MAX (D1 : D5)
v rew A Feftm w54 = MIN (D1 : D5)

g ’ [Gidaapani
® Your Success Benchmark " idda
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(2) Mathematical Function (sfifafe= =)

cwq FRHAT @ JTeT IR o7
QT PRODUCT ¢ fafwe cretETR dwa Ny = PRODUCT (Range/ List)
ST MOD ¢ e EretER SR ey = MOD (Number, Divisor)
O Number — S[E7 (@ FRICE O T Q) U3 Divisor — SI&S (@ AT 741 Ol 41 2(A) |
?l"ﬁff SQRT ¢ EW Square root (39 I IICH SQRT (Cell Reference/ Value)
MERRIC) ABS T QT IV (TCETE W s f¥efm | ABS (Value/ Cell Reference)
LETEE
QAT (F@: 96 MS Excel-93 G (Cell) D1, D2, D3, D4, D5-U7 @9%e FIC*F F5el: = PRODUCT (D1 : D5)
SPITHTER CFCE: = MOD (X2, X1) TG X1 @il X2 (& Ol e T Al SNy @i ICF |

TR GFC@: = SQRT (36) TR0 IV 6 FeTe e FC |
AR CFTE: =ABSD (—16) FIHIT AN 16 ST FA |

(©) Logical Function (Ff&sie =)

TR T e a0 - e adie, @ @F % =tee fofers |
FARTHE T QB *1S 77 ZE OF AT O B2 @ ¥ 21 201 o7 47071 27 =2 |
SR FIRHAH A5 = IF (Conditional A, B). QT *E ey T A QI @32 A1 2071 B =N |

O00O

5

%

5

%

5

%

< NS FAIo:
= G <> AT
> I© < (=5
>= SCATFIFS I 3 AN <= FCAFIFS (RIG A A
% G TS o
A 9 True =7 49 False =
AND T *1S oy JCoT O3 I aFIfeF =S [ ==
OR G35 *1$ oy Z(ET AR ez
TRt (Macro)

% WLEFTOIF g «SIfF (ARRE Command T FHRE T AT FIH I TN AFHA IR |
¢ User developed instructions for Excel — Macros.
% JIF: GFIEF FANTA CHE WG IR I W (FACLTANS GFTo 71 1 =56 F RO A7l F1 AR) |

% =it (Paste Special)
% JIRT: 16 @ T F41 fFAQAITE AQFS (OB G (2FF FACS (2P M1 LT 41 2 |

o RS @07 (5% CpET:

£SR3 Copy, Paste Special, All By Tl Copy, Paste Special, Formula
BY I Copy, Paste Special, Value By FACID Copy, Paste Special, Formats
Y FCAD Copy, Paste Special, Comments

JS!.. dabari n “Your Success Benchmark” ®
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&rF (Graph)

% % (Graph): MS Excel-« f&g +fifafss ©25s brad e $o4g+9 I & QT 2R F41 23 |

< fifeg @ are: Column Graph (Compare Values over categories), Bar Graph, Pie Chart (s e sieifaeas
av{tR &=y 9Tedrew) Line Chart (¢RIRTSTE 9@ &%), Pyramid Graph 21w |

Shortcut Keys of MS-Excel & their Descri

Formatting Shortcuts Function Key Shortcuts
CTRL+1 Format Box F2 Edit Cells
ALT+E+S+T Copy Format F4 Anchor Cells
ALT+H+O Increase Decimal F7 Spell Check
ALT+H+9 Decrease Decimal F12 Save As
CTRL + SHIFT +7 Boxing SHIFT + F2 Insert a Comment
ALT+0O+C+A Fit Column Width SHIFT + F8 Add to Selection
ALT+H+O0+R Change Tab Name SHIFT + F10 Right Click
ALT+W+F (Un) Split Panes CTRL +F3 Name a Cell
ALT+W+S (Un) freeze windows Windows Flag + D Minimize Programs
SHIFT + CTRL + # Data Format
SHIFT + CTRL + $ $ Dollar Format
SHIFT + CTRL +% % Percentage Format
ALT + = Sum Function

(1) e e

1. Which of the following is not a logical function | 9. In excel which of the following symbols is used
used in Ms-Excel? before a numeric value so that it can be treated
Ans: Else _ _ as labeled value?

2. The basic unit of a worksheet into which you Ans: = (equal)
enter data in EXC?I is called as— [Anser VDP 10. In MS-Excel, the summation of the cells D1, D2,
Unnayan Bank, Polli Sanchay Bank And
Ans: box D3, D4, D5 equales— [Standard Bank Ltd. (TAO) :

3. The combination of row and column is called— 2016; Dutch Bangla Bank Ltd.

[Agrani Bank Ans: = Sum (D1: D5)
Ans: Cell 11. What kind of programs manage complex

4. You can move between two or more Excel files mathematical calculations and create data
opened by using the- [Probashi Kollayan Bank Ltd charts or graphs?

Senior Executive Officer-2018] Ans: Spreadsheet program.
Ans: ctrl+tab ) 12. What is the dictionary meaning of the word

5. In a spreadsheet program, a — is a set of spreadsheet?
worksheets in the same file? [Exim Bank Ltd P ) d" I
Trainee Assistant Officer-2018] Ans: Spreading leaves.

Ans: workbook 13. What is a sheet consisting of rows and columns

6. Thesymbol *$" in MS Excel is used for—the cell? called in a spreadsheet program?

[Agrani Bank Ans: Worksheet.
Ans: fixing 14. 4. What is the number of columns in Excel? Ans:

7. The cell reference for a range of cells that starts 256.
in cell C1 and goes over to column H and down | 15 \what is the total number of rows of columns in
to row 10 is—

Excel?
Ans:C1: H10
. . . Ans: 65,536

8. In Excel, charts are created using which option? 16. What i q dsh lled?
[Combined 3 : at is a saved spreads eet called”
Ans: Pie chart Ans: File or Wordbook.

o“” » J& d Mﬂ
@ Your Success Benchmark " idda
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Class Practice

1.  What will be the result of the formula Min | 4. The symbol of ‘$’ is used in Microsoft Excel
(average (B1, B2), Product (B3:b4) where value for- [Combined 5 Bank Officer Cash-2022]
of (B1= 20, B2 = 24, B3 = 15, B4= 20? ;
’ > > a) Copying the cell
[Bangladesh Bank, =&« “fapies-"20] ) -py_ g
b) Aligning the cell

a) 20 b) 22 )
¢) 300 d) None of them  Ans: b ©) D_ra_gglng the cell

2. In MS-Excel, Name? error occurs when- d) Fixing the cell Ans: b
[Bangladesh Bank, =& #ifbies-"20] 5. In Microsoft Excel, the function key F2 is used
a) Function name is wrong for —. [Combined 5 Bank Officer Cash-2022]

b) Argument is wrong

.. . a) printing b) editing a cell
c) Cell reference is invalid . . . ]
d) All of them Ans: d c) requesting help  d) saving the file  Ans: b
3. Excel Workbook is a collection .Of 6. ----- identifies a cell in MS-Excel. [Combined 7
[Karmasangsthan Bank Ltd. DEO-2022] Banks Senior Officer- 2021]
a) Chart b) Worksheet a) Name b) Label
¢) Word Book d) None of these ~ Ans: b ¢) String d) Address Ans: d

Microsoft PowerPoint ‘
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2. =13 gmfq Face SLIDE SHOW wioits@ VIEW SHOW (s < 31 -@1tea F5 fF 2 5408 27 |
3. TiZT ITAGE FI- @MC =TG- Ctrl+M 1 Alt+H
4, Ctrl+F4 “1sq€oa (@ISeo=n 35 A |
5. Duplicate the current slide- Ctrl+D
6. Start a presentation from the current slide- Shift+Fb5.
7. Hide the arrow pointer- Ctrl+H (Power Point 2010: Equal sign (=).
OQuick Access Toolbar Thle Rib o
File tab (Backstage Wiewr) Tithe Bar
G e = Slides Pane
% Click to add title
Placeholders Click to add subtitle
SI\ide
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wi%e awf (Slide Show)

O Slide Layout « «rezn T3- Titles, Lists, Charts.

O 2% @R 516 toff T ST & BI1ed Aneat T3- Insert (37916)-« |

O Slide Transition: Apply motion effects in between a slide exists and another enters.

U Animation Can be repeated- 2 to 10 times.

O Outline view- display all slides in a presentation is horizontally sequenced thumbnails.
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Power Point Shortcut Key

Action Power Point Shortcut
Bold Ctrl + B
Close Ctrl + W
Close Ctrl + F4
Copy Ctrl+C
Find Ctrl +F
Italics Ctrl +1
Menu bar F10
New Slide Ctrl + M
Next window Ctrl + F6

g ’ [Gidaapani
® Your Success Benchmark M idda
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Action Power Point Shortcut
Open Ctrl+ 0O
Paste Ctrl +V
Print Ctrl +P
Repeat Find Shift + F4
Repeat/Redo Ctrl+Y
Replace Ctrl+H
Save Ctrl+S
Slide Show: Begin F5
Slide Show: Black screen show hide B
Slide Show: End Esc
Slide show: Erase annotations E
Slide Show: Got to next hidden slide H
Slide Show: Hide pointer and button always Ctrl + L
Slide Show: Hide pointer and button temporarily Ctrl+H
Slide Show: Mouse Pointer to arrow Ctrl + A
Slide Show: Mouse pointer to pen Ctrl + A
Slide Show: Mouse pointer to pen Ctrl+P
Slide Show: Next slide N
Slide Show: Previous slide P
Slide Show: Set new timings while recharging T
Slide Show: Stop/ Restart automatic slide show S
Slide Show: Use mouse-click to advance (Rehearsing) M
Slide Show: Use original timings @)
Slide Show: White screen show/hid W
Spelling and Grammar Check F7
Switch to the next presentation window Ctrl + F6
Switch to the next tab in a dialog box Ctrl + Tab/ Ctrl + Page Down
Switch to the previous presentation window Ctrl + Shift + F6
Switch to the previous tab in a dialog box Ctrl + Shift + Tab/ Ctrl + Page Up
Turn character formatting on or of Num
Underline Ctrl+U
Undo Ctrl+Zz
(10) v e
1. MS PowerPoint -9 & @3k 515 o T o 4. MS Power Point is an example of which one of
ess 1 5119 @ A e the following?
Ans: Insert Ans: Application Software
2. In MS power point, the function for launching | 5. In MS power point, the function for launching
slide show is— Next window is—
Ans: F5 Ans: Ctrl + F6
3. In MS-Powerpoint, shortcut for creatinganew | 6. In MS-PowerPoint, the slide sorter view
slide is: displays slides in-
Ans: Crtl + M Ans: thumbnail form

JS!.. dabari m “Your Success Benchmark” ®




Which of the following is used to select whole
document? [Combined 5 Bank Officer Cash-2022]

a) Ctrl + C b) Ctrl + X
c) Ctrl + A d) Ctrl + W

BJAIN Computer & ICT ¢ WORKBOOK L Lecture / 03 |
Class Practice
@A TIbTer N Fa? [Re S @, fagwe fome | 4, ------ view displays all the slides in a
TR 0] presentation in  horizontally sequenced
a) Oracle b) Power Point thumb_nails. [C(_)mbine_d 7 Banks & 1 Financial
Institutions (Senior Officer)- 2021]
¢) Fox Pro d) MS Access Ans: b a) Master view b) Outline
In MS-PowerPoint, the slide sorter view ¢) Slide sorter d) Web view ANs: ¢
displays slides in- [Combined 7 Banks Senior | 5. MS PowerPoint -9 arF ¢ 515 tofd 217 S« feos
Officer- 2021] @F BIR a et TG omiEe e
a) thumbnail form  b) large icon form FRAH(CGFC)-3 FEFER S 67 095]
c) list form d) detail form Ans: a a) Insert b) Review
The shortcut key for starting the slide show in 5 KZISDIiSign oaint i d) Data o of whi hAnSZ 61}
o . . ower Point is an example of which one o
MS-PowerPoint is- [ProbashiKallyan Bank the following? [EXIM Bank Ltd. Officer (Cash):
Officer (General)- 2021] 13]
a) F5 b) Ctrl + B a) Application Software b) System Software
c) Ctrl + N d) F8 Ans: a c) 0S d) Browser Ans: a
Microsoft Office is an example of a- [Combined9 | 6. In Microsoft Excel, the function key F2 is used
Bank Senior Officer (General)-2023] for —. [Combined 5 Bank Officer Cash-2022]
a. Closed source software a) printing b) editing a cell
b. Open source software c) requesting help  d) saving the file  Ans: b
c. Horizontal market software 7. What kind of package program is MS access?
d. vertical market software Ans: a [Combined 5 Bank Officer Cash-2022]
Excel Workbook is a collection of [Karmasangsthan a) Word processing - b) Programming )
Bank Ltd. DEO-2022] C) D_atabase §i) Spreadsheet Ans: ¢
a) Chart b) Worksheet 8. Which of the f_ollowmg?ls the _shortcut cont_rol
¢) Word Book d) None of these Ans: b Iégr)]/er];(l)_gocz:g]nterlng text? [Combined 9 Bank Officer
In MS Word, the shortcut key Ctrl + O is used a) Ctrl + B b) Ctrl + C
for- [Combined 5 Bank Officer Cash-2022] c)Ctrl+ E d) Ctrl + F Ans: ¢
a) Opening a document 9. The shortcut key for activating ‘Reference
b) Inserting a table Tab’ is- [Combined 7 Banks Senior Officer- 2021]
¢) Saving’s document a) Alt+WwW b) Alt+S
d) Defining a margin Ans: a c) Ctrl+S d) Ctrl + R Ans: B
The symbol of *$’ is used in Microsoft Excel | 10. ----- identifies a cell in MS-Excel. [Combined 7
for- [Combined 5 Bank Officer Cash-2022] Banks Senior Officer- 2021]
. - a) Name b) Label
a) Copylpg the cell b) A_Ilgnlng the cell ¢) String d) Address Ans: D
c) Dragging the cell d) Fixingthecell ~Ans:b | (1 [ ___ allow the user to automate frequently

used formatting settings. [Combined 7 Banks Senior
Officer- 2021]

a) Merges
c) Task-pans

b) Macros
d) Add-ins

@ “Your Success Benchmark”
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12. In MS-PowerPoint, the slide sorter view | 23. In MS PowerPoint presentation which short

displays slides in- [Combined 7 Banks Senior Officer- cut key insert a new slide? [Southest Bank Ltd. PO-

2021] 2020]

a) thumbnail form  b) large icon form a) Ctrl + N b) Ctrl + M

c) list form d) detail form Ans: A c) Ctrl+V d)Ctrl +Y Ans: b
13. The shortcut key for starting the slide show in | 24. Which area in an excel window shows the input

MS-PowerPoint is- [Probashi Kallyan Bank Officer values and formula? [EXIM Bank Ltd. TO-2020]

(General)- 2021] a) Standard Toolbar b) Menu Bar

a) F5 b) Ctrl + B c) Title Bar d) Formula Bar Ans: d

c) Ctrl + N d) F8 Ans: A | 25. By Pressing which key we can move to the
14. Find which is not a MS-Excel function- [Probashi beginning of a line in a MS Word document?

Kallyan Bank Officer (General)- 2021] [Southest Bank Ltd. PO-2020]

a) LEN b) TRIM a) Window Key b) Shift Key

c) MIN d) COUNTD Ans: D c) Tab Key d) Home Key Ans: d
15. What function key does F3 stand for in most | 26. The shortcut key to open the OPEN dialogue

computers? [Bangladesh Bank AD- 2021] box in MS-Office is-[Bangladesh ~ Bank  Officer

a) Refresh b) Help General-2019] _

¢) Find d) Save Ans: C a) F12 b) Shift F12
16. User developed instructions for Excel are c) Alt + F12 ~d) Crl + F12 Ans: d

called? [Bangladesh Bank AD- 2021] 27. The process of erasing a disk is called [Bangladesh

Bank Officer General-2019]

8) Arrays b) Macros ) a) Wiping b) Formatting

©) Procedures d) P'VOtS_ Ans: B c) Defragmenting  d) Rebooting Ans: b
17. Whlf:h key can be used to display the save-as 28. In general, a window has — scrollbars.

box in MS word? [Bangladesh Bank AD- 2021] [Bangladesh Bank Officer General-2019]

a) F12 b) F5 a) 2 b) 3

c) F9 d) F6 Ans: A c) 4 d)5 Ans: a
18. InMSword, which one of the following key will | 29 By default Footers are printed on- [Bangladesh

refresh or reload the page. [Combined 5 Banks Bank Officer General-2019]

(Officer)- 2021] a) first page b) last page

a) F5 b) F7 c) all pages d) even pages Ans: ¢

c) F8 d) F10 Ans: A | 30. The function of Excel that tells the number of
19. - view displays all the slides in a numeric entries in the designated ranges is

presentation in  horizontally sequenced [Bangladesh Bank Officer General-2019]

thumbnails. [Combined 7 Banks & 1 Financial a) NUM b) COUNT

Institutions (Senior Officer)- 2021] ¢) SUM d) CHKNUM Ans: b

a) Master view b) Outline 31. The process of removing unwanted part of an

c) Slide sorter d) Web view Ans: C image is called-- [Bangladesh Bank Officer General-
20. In MS Word Pressing Ctrl + E will: [Janata Bank 2019]

Ltd. Officer-Cash-2020] a) Hiding b) Cropping

a) Center alignment b) Underline text c) Bordering d) Cutting Ans: b

c) Draw table d) Exit word Ans:a | 32. The space left between the margin and the
21. In Microsoft Word, first line and hanging are beginning of a paragraph is called- [Bangladesh

special forms of---. [Combined 5 Banks (Officer)- 2021] Bank Officer General-2019]

a) Alignment b) Spacing a) Gutter b) Alignment

c) Indentation d) Numbering Ans: C c) Merge d) Indentation Ans: d
22 33. To drag a selected range of data to another

In a spreadsheet— can help you make sense of
worksheet contents. [Sonali & Janata Bank Officer-1T-
2020]

a) value

¢) formula

b) labels
d) macros

worksheet in the same workbook, use the?
[Janata Bank AE-2019]

a) Shift key
c) Alt key

b) Ctrl key
d) Tab key

“Your Success Benchmark”
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34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

Which is not a font style? [Janata Bank AE-2019]

a) Bold b) Superscript

c) Regular d) Italic Ans: b
Which shortcut can be used to switch between
open workbooks? [Janata Bank AE-2019]

a) Ctrl + F2 b) Ctrl + F8

c) Ctrl + F6 d) Ctrl + F10 Ans: ¢
Which file starts MS Word? [Janata & Rupali Bank
Ltd. Officer General-2019]

a) word.exe b) msword.exe

c) word 2003.exe  d) winword.exe Ans: d
Which of the following is not available on the
Ruler of MS Word screen? [Janata & Rupali Bank
Ltd. Officer General-2019]

a) Center Indent b) Tab stop box

c) Left indent d) Right indent Ans: a
Which of the following is not a valid data type
in Excel? [Janata & Rupali Bank Ltd. Officer General-
2019]

a) Number b) Label

c) Character d) Date/Time Ans: ¢
Which of the following section does not exist in
a slide layout? [Janata & Rupali Bank Ltd. Officer
General-2019]

a) Titles b) Lists

c) Charts d) Animations Ans: d
Which of the following is not essential

component to perform a mail merge operation?
[Janata & Rupali Bank Ltd. Officer General-2019]

a) Main document  b) Data source
¢) Word fields d) Merge fields Ans: ¢
When cutting and pasting, cutting section is

temporarily stored in- [Sonali Bank Ltd. Officer FF-
2019]

a) Dashboard b) Hard drive

c) Diskette d) Clipboard Ans: d
In a PowerPoint presentation animation can be
repeated how many times-[Sonali Bank Ltd. Officer
FF-2019]

a)2to5 b) 2to 10

c)lto5 d) 1to 20 Ans: b
Which key combination is used to insert a Page
Break in MS word? [Sonali Bank Ltd. Officer FF-2019]
a) Shift + Enter b) Alt + Enter

c) Space + Enter d) Ctrl + Enter Ans: d
The basic unit of a worksheet into which you

enter data in Excel is called a- [Sonali Bank Ltd.
Officer FF-2019]

a) column
c) cell

b) box
d) table

45.

46.

47.

48.

49.

50.

51

52.

53.

54,

55.

Which can be used for quick access to

commonly used commands and tools? [Janata
Bank Ltd. AEO-2019]

a) Status bar b) Menu bar

¢) Tool bar d) Title bar Ans: ¢
What is the smallest and largest font size
available in Font Size tool on formatting
toolbar? [Janata Bank Ltd. AEO-2019]

a) 8 and 68 b) 6 and 72

c) 6 and 68 d)8and 72 Ans: d
Ctrl + N is used to- [Janata Bank Ltd. AEO-2019]

a) Save Document  b) New Document

c¢) Open Document d) Close Document Ans: b
— formatting is the process of changing the
way letters, numbers, punctuation marks, and
symbols appear on the screen and in print.
[Janata Bank Ltd. AEO-2019]

a) Character b) Paragraph

c) Document d) Object Ans: a

You can detect spelling and grammar error by-
[Janata Bank Ltd. AEO-2019]

a) Press Shift + F7  b) Press Ctrl + F7

c) Press Alt+ F7  d) Press F7 Ans: d
Each excel file is a workbook that contains
different sheets. Which of the following cannot
be a sheet in workbook? [Janata Bank Ltd. AEO-19]
a) work sheet b) data sheet

¢) module sheet d) chart sheet Ans: b
What is the short cut key to replace a data with
another in excel sheet? [Janata Bank Ltd. AEO-2019]
a) Ctrl + R b) Ctrl + Shift + R

c) Ctrl+H d) Ctrl + F Ans: C
Which of the following cannot be toggled from
View>>Toolbars? [Janata Bank Ltd. AEO-2019]

a) Control Toolbox b) Revisions

¢) Reviewing d) Slides Ans: d
Which tab is not available on left panel when
you open a presentation? [Janata Bank Ltd. AEO-
2019]

a) Cutline b) Notes

c) Slides d) All of these Ans: b
Ctrl + Z are short cut for which of the
following? [IFIC Bank Ltd. TSO-2019]

a) Short cut to open new folder

b) Short cut for Radio

c) Shortcut for renaming file

d) Shortcut for Undo Ans: d
What is the short cut key for line break? [Rupali
Bank Ltd. SO-2019]
a) Shift + Enter
c) Ctrl + Enter

b) Space + Enter
d) Alt + Enter

“Your Success Benchmark”
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56. In which window we display data in the form | 67. Which of the following is spreadsheet

57.

58.

59.

60.

61.

62.

63.

64.

65.

66.

of tables in a row or column format in MS-
Access. [Rupali Bank Ltd. SO-2019]

a) Datasheet b) Sub-form

c) Filter d) Macros Ans: a
What should be used if a company wants to
include its company name and logo at the

bottom of every page of a brochure? [Rupali Bank
Ltd. SO-2019]

a) Footer b) Header

c) Macro d) Footnote Ans: a
If you press —, the cell accepts your typing as
its contents? [Rupali Bank Ltd. SO-2019]

a) Tab b) Enter

c) Alt + Enter d) Ctrl + Enter Ans: d
Protection and the protect sheet potions can be
selected from? [Rupali Bank Ltd. SO-2019]

a) Data b) Edit

c¢) Format d) Tools Ans: d
In order to tell Excel that was are entering a
formula in cell, we must begin with an operator
such as- [Rupali Bank Ltd. SO-2019]

a) = b) $

)@ d) # Ans: a
The bar at the top of a window that bears the

name of the window is known as-[Rupali ~ Bank
Ltd. SO-2019]

a) Control Panel b) Taskbar

c) Title bar d) Menu bar Ans: ¢
— is a popular database management
software’s? [Rupali Bank Ltd. Officer-2019]

a) MS-Access b) MS-Outlook

¢) MS-InfoPath d) MS-Groove Ans: a

In MS-Word, the shortcut key shift + ctrl + E
is used for- [Rupali Bank Ltd. Officer-2019]
a) track changing  b) hyper linking

c) table drawing d) mail merge Ans: a

Which file is responsible to start MS Word?
[Probashi Kallyan Bank Ltd. EO Cash-2019]

a) Winword.exe b) Wordwin.exe

c) Word.exe d) Win.exe Ans: a
Which among following is not associated with
spelling dialogue box? [Probashi Kallyan Bank Ltd.
EO Cash-2019]

a) Ignore all b) Edit

c) Ignore d) Change Ans: b
Background color or effects applied in a

document is not visible in- [Probashi Kallyan Bank
Ltd. EO Cash-2019]

a) Web Layout View
¢) Reading View

b) Print Layout View
d) Print Preview Ans: d

68.

69.

70.

71.

72.

73.

74.

75.

76.

77.

program? [Janata Bank AE-2019]

a) MS-Word b) MS-PowerPoint

¢) MS-Excel d) MS-Access Ans: ¢
Which of the following keyboard shortcut can
be used for creating a chart from the selected
cells? [Probashi Kallyan Bank Ltd. EO General-2019]

a) F10 b) F11

c) F4 d) F2 Ans: b
Which of these toolbars allows changing of

Fonts and their sizes? [Probashi Kallyan Bank Ltd. EO
General-2019]

a) Standard b) Print Preview

¢) Formatting d) None Ans: ¢
What is portion of a document in which you set
certain page formatting option? [Probashi Kallyan
Bank Ltd. EO General-2019]

a) Page b) Section

¢) Document d) Page Setup Ans: b
=SUM (B1 : B8) is an example of a- [Combined 4
Bank Officer General-2019]

a) Function b) Call address

¢) Value d) Formulas Ans: d
Which of the following section does not exist in
a slide layout? [Combined 5 Bank Officer Cash-2019]
a) Animations b) Titles

c) Lists d) Charts Ans: a
Each excel file is a workbook that contains
different sheets. Which of the following cannot
be a sheet in workbook? [Combined 5 Bank Officer
Cash-2019]

a) work sheet b) chart sheet

c¢) module sheet d) data sheet Ans: d
The ability to combine name and addresses

with a standard document is called-[Combined 5
Bank Officer Cash-2019]

a) formatting b) mail merge
c) form letters d) all of these Ans: b
A number of letters that appears little below

the normal text is called: [Sonali Bank Officer Cash-
2019]

a) Subscript b) Superscript

C) Supertext d) Toptext Ans: a
Which of the following is used for close a tab on
a browser? [Sonali Bank Officer Cash-2019]

a) Ctrl+Y b) Ctrl + A
c) Ctrl + W dCtrl+T Ans: ¢
Superscript, subscript, strike-through are

known as- [Sonali Bank FF-2019]
a) font face b) font style
¢) font former d) font effects
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78.

79.

80.

81.

82.

83.

84.

85.

86.

87.

88.

The space left between the margin and the start
of a paragraph is called: [Sonali Bank FF-2019]

a) spacing b) center

c) indentation d) alignment Ans: ¢
Which of the following is not a logical function
used on MS-Excel- [Sonali Bank Ltd. Senior Officer -
2018]

a) ELSE b) ROUND

c) MIN d) RAND Ans: a
The amount of vertical space between lines of

text in a document is called- [Rupali Bank Ltd.
Officer Cash -2018]

a) double-space b) indentation

¢) single-space d) crop Ans: ¢
In excel which of the following symbols is used
before a numeric value of that it can be treated

as a labeled value? [Rupali Bank Ltd. Officer Cash -
2018]

ON b) =
c) — d)° Ans: b
Which of the following type of menu shows the

further sub-choices? [Rupali Bank Ltd. Officer Cash -
2018]

a) Reverse b) Template

c) Scrolled d) Pull-down Ans: d
The cell reference for a range of cells that starts
in cell C1 and goes over to column H and down
to row 10 is- [Bangladesh Development Bank Ltd. -2017]
a)Cl:10H b) C1:H10

c) C1:H-10 d)Cl:H:10 Ans: b
You can include names and addresses from in
a MS-Word document automatically by using-
[BB, (AD-18)]

a) slides b) tab

c) mail marge d) hyperlink Ans: c
In excel, chart are created using which option?
[3 Govt. Banks & FI (other Cash’ 18)]

a) Chart wizard b) Pivot table

c) Pie chart d) Bar chart Ans: a
Typeface options will come under which

menu? [3 Govt. Banks & FI (Other’s
Cash’ 18)]

a) Edit b) Format

c) Tools d) View Ans: b

Pressing F8 key for three times selects-
[3 Govt. Banks & FI (Other Cash’ 18)]

a) A paragraph b) A word
c) A sentence d) Entire document Ans: c

What is the short cut key for line break?
[2 Govt. Bank & FI (0. GL’18)]

a) Shift + Enter b) Space + Enter
c) Alt + Enter d) CTRL + Enter

89.

90.

91.

92.

93.

94.

95.

96.

97.

98.

99.

100.

How is data organized in a spreadsheet?
[2 Govt. Bank & FI (0. GL’ 18)]

a) Rows and columns b) Layers and planes
c¢) Lines and spaces d) Height and width Ans: a
Aword in a web page that, when clicked, opens
another document. [8 Govt. Banks & FI (SO’ 18)]

a) Hyperlink b) Anchor

c) Reference d) URL Ans: a

Which function key is used to check spelling?
[8 Govt. Banks & FI (SO’ 18)]

a) F2 b) F5

c) F7 d) F11 Ans: ¢
What is a portion of a document in which you
set certain page formatting options?

[8 Govt. Banks & FI (SO’18)]

a) Section b) Page

c¢) Document d) Page setup Ans: d
Which of the following is graphics solution for
Word Processors? [8 Govt. Banks & FI (SO’ 18)]

a) Word Art b) Clipart

c) Drop Cap d) All of above Ans: a
By default, on which page the header or the
footer is printed?  [8 Govt. Banks & FI (SO’ 18)]

a) On first page b) on every page

c) o alternate page  d) None of these Ans: b
By default, your document print in— made.

[3 Govt. Banks & FI1 (SO’18)]

a) Page setup b) Landscape

c) Portrait d) Print preview Ans: ¢
You can move between two or more Excel files
opened by using the-[Probashi Kallyan Bank (SO’ 18)]
a) Ctrl + tab b) Ctrl + page up

c) Ctrl + page down d) ctrl + F9 Ans: a
How can you update the values of formula cells
if Auto Calculate mode of Excel is disabled?
[Combined 8 Bank (SO’ 19)]

a) F8 b) F10

c) F9 d) F11 Ans: ¢
In MS word, which one of the following options
is used to create different formatting for

different sections? [Dutch Bangla Bank Ltd. PO-
2019]

a) Section break b) Section formatting

c) Page break d) Page section Ans: a
Which enables us to send the same letter
different persons? [Combined 8 Bank (SO’ 19)]

a) mail merge b) macros

c) template d) None Ans: a

“Your Success Benchmark”

Which of the following is not sections Break

Option? [Combined 8 Bank (SO’ 19)]

a) Odd page b) Next page

c) Previous page d) Even Ans: c
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101. What feature will you use to apply nation | 110. To make a number in cell C1 10% smaller than

effects in between a slide exits and another the number in C3 you enter

enters? [Combined 8 Bank (SO’ 19)] a) = C3*1.10 b) + C3*110

a) Animation Objects c) = C3%10 d) =C3*.90 Ans: d

b) Slide Design 111. You can use a function to combine text from

c) Animation Scheme two cells into one cell. But you can use an

d) Slide Transition Ans: d operator to do the same thing. Which operator
102. Which of the following font effect is no is that? _

available in Power Point Font dialog box? a) & (ampersand)  b) = (equal sign)

[Combined 8 Bank (SO’ 19)] c) (space) d) All of these above

a) Strikethrough  b) Underline e) None Ans: a

c) Shadow d) Emboss Ans: a | 112. Using the F11 shortcut key to create a chart-
103. To open an existing workbook, click the Open on-chart sheet creates

button on the — toolbar? [Probashi Kallyan Bank a) A default chart

Ltd. EO General-2019] b) A 2-d_|mensjuonal column chart

a) Form b) Drawing c)A 2-d|_ men5|_onal b_ar chart

c) Standard d) Formatting ANS: ¢ d) A 2-dimensional line chart Ans: b

113. You can create hyperlinks from the Excel

104.

105.

106.

107.

108.

109.

The quickest and easiest way in Word, to locate
a particular word or phrase in a document is to
use to — command.

a) Replace b) Find
c) Lookup d) Search
e) None Ans: b

What is the default file extension for all Word
documents?

a) WRD b) TXT
c) DOC d) FIL
e) None Ans: ¢

If you type a word that is not in Word’s
dictionary, a way — underline appears below
the word.

a) red b) green

c) blue d) black

e) None Ans: a
A saved document is referred to as a—.

a) file b) word

c) folder d) project

e) None Ans: a
To print a document, press —.

a) SHIFT + P b) CTRL+P

c) ALT +P d) ESC + P

e) None Ans: b

A program which helps to create written
document and lets you go back and make
corrections as necessary.

114.

115.

116.

117.

118.

workbook to-

a) A webpage on company internet

b) a web page on the internet

c) Other office application documents
d) All e) None Ans: d
The cell reference from a range of cells that
starts in cell B1 and goes over to column G and
down to row 10 is—

a) B1-G10 b) B1.G10

c) B1:G10 d) G1:B10 Ans: b
To prepare a presentation/Slide show which
application is commonly used?

a) Photoshop b) PowerPoint

c) Outlook Express d) Internet Explorer

e) All correct Ans: b
We can replace a font on all slide with another
font using the — option

a) Edit, Fonts

b) Tools, Fonts

¢) Tools, Replace Fonts

d) Format, Replace Fonts

The red wave underline in
document indicates—

a) Spelling errors ~ b) Grammar errors

¢) address block d) Printing errors ~ Ans: d
Which of the following is in the ascending order
of hierarchy?

a) Bit-Byte-Field-Record
b) Bit-Byte-Record-Field
c) Field-Byte-Bit-Record
d) Byte-Bit-File record

Ans: d
MS-Word

a) Home row Keys b) Tool bar

¢) Folder d) Word Processor

e) None Ans: d
Jghl:la!?aﬁ
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120.

121.

122.

123.

124,

125.

126.

127.

128.

129.

allow the user to automate frequently

used formatting settings. [Combined 7 Banks Senior
Officer- 2021]

a) Merges b) Macros

c) Task-pans d) Add-ins Ans: b
Find which is not a MS-Excel function- [Probashi
Kallyan Bank Officer (General)- 2021]

a) LEN b) TRIM

c) MIN d) COUNTD Ans: d
User developed instructions for Excel are
called? [Bangladesh Bank AD- 2021]

a) Arrays b) Macros

c) Procedures d) Pivots Ans: b
In a spreadsheet— can help you make sense of
worksheet contents. [Sonali & Janata Bank Officer-1T-
2020]

a) value b) labels

c) formula d) macros Ans: b
The function of Excel that tells the number of

numeric entries in the designated ranges is
[Bangladesh Bank Officer General-2019]

a) NUM b) COUNT
c) SUM d) CHKNUM Ans: b
The basic unit of a worksheet into which you

enter data in Excel is called a- [Sonali Bank Ltd.
Officer FF-2019]

a) column b) box

c) cell d) table Ans: ¢
Which of the following is spreadsheet
program? [Janata Bank AE-2019]

a) MS-Word b) MS-PowerPoint

c) MS-Excel d) MS-Access Ans: c

What is the short cut key to replace a data with
another in excel sheet? [Janata Bank Ltd. AEO-2019]
a) Ctrl + R b) Ctrl + Shift + R

c) Ctrl+H d) Ctrl + F Ans: ¢
In order to tell Excel that was are entering a
formulain cell, we must begin with an operator
such as- [Rupali Bank Ltd. SO-2019]

a) = b) $

)@ d) # Ans: a
If you press —, the cell accepts your typing as
its contents? [Rupali Bank Ltd. SO-2019]

a) Tab b) Enter

c) Alt + Enter d) Ctrl + Enter Ans: d
------ view displays all the slides in a
presentation in  horizontally sequenced

thumbnails. [Combined 7 Banks & 1 Financial
Institutions (Senior Officer)- 2021]

a) Master view b) Outline
¢) Slide sorter d) Web view

130.

131.

132.

133.

134.

135.

In MS PowerPoint presentation which short

cut key insert a new slide? [Southest Bank Ltd. PO-
2020]

a) Ctrl + N b) Ctrl + M

c) Ctrl +V d) Ctrl +Y Ans: b
Which of the following cannot be toggled from
View>>Toolbars? [Janata Bank Ltd. AEO-2019]

a) Control Toolbox b) Revisions

¢) Reviewing d) Slides Ans: d
Which tab is not available on left panel when

you open a presentation? [Janata Bank Ltd. AEO-
2019]

a) Cutline b) Notes
c) Slides d) All of these Ans: b
In which menu can you find features like slide

Design, Slide Layout etc.? [Combined 5 Bank Officer
Cash-2019]

a) Insert Menu b) Slide Show Menu
¢) Format Menu d) Tools Menu Ans: ¢

What kind of package program is MS access?
[Combined 5 Bank Officer Cash-2022]

a) Word processing b) Programming

c) Database d) Spreadsheet Ans: ¢
In which window we display data in the form
of tables in a row or column format in MS-
Access. [Rupali Bank Ltd. SO-2019]

a) Datasheet b) Sub-form

c) Filter d) Macros Ans: a
136.— is a popular database management

software’s? [Rupali Bank Ltd. Officer-2019]

a) MS-Access b) MS-Outlook

¢) MS-InfoPath d) MS-Groove Ans: a
137. What will be the result of the formula Min (average

138.

139.

140.

(B1, B2), Product (B3:b4) where value of (B1= 20,
B2 = 24, B3 = 15, B4= 20? [Bangladesh Bank, s=afat
AfIBIETS-"30]

a) 20 b) 22

C) 300 d) None of them Ans: b

In MS-Excel, Name? error occurs when- [Bangladesh
Bank, =idt “fpEs-"0]

a) Function name is wrong
b) Argument is wrong

c) Cell reference is invalid
d) All of them Ans: d
In MS Word, which of the following shortcut
keys are used for aligning text to center? (=g
FEATE IR BT 20%0]

a) Ctrl+E b) Ctrl+c

c) Ctrl+M d) Ctrl+J Ans: a
In MS Power Point, which function key in the
keyboard is used as a shortcut for starting
slideshow? (e g szt AR 2020]
a) F2 b) F3

C)F3 d) F5
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141. In Windows operating system, which of the | 145. The computer command of ‘Ctrl + ALt +

142.

143.

144,

following shortcut keys are used for printing a
word document? (ere w$wces s “Afisee 2030]

a) Ctrl+P b) Shift +P

c) Ctrl+Alt+P d) Alt+P Ans: a

Which is the application software? [+ w@eww=
FfETeiaef 2055]

a) Power point b) MS Word-98
) LINUX d) MS-DOS Ans: a
In MS word, which of the following shortcut

keys are used for aligning text to center?
[Bangladesh Bank, sza =if&5ers-"20]

a) Ctr+ M b) Ctr+C

) Ctrl + E d) None of them  Ans: C

Which command is used to search anything in
MS-Word? [Ff=efS 26 2, @ I3g+=-'e]

b) Alt +F
d) Ctrl + F

a) Shift + Find

¢) Shift + F Ans: d

146.

147.

Delete’ is applied to- s yoft wi ¢ =i afedm,
Senior Officer-'x9]

a) Copy text
b) Change a password
¢) Copy and paste text

d) Shut down the computer Ans: b

The command to reboot a computer is- R
FiF (BB), ST (F)-"20]

a) Ctrl+Alt+Tab b) Ctrl+Shift+Del

¢) Ctrl+Alt+Del d) Ctrl+Alt+Shift  Ans: c
Short cut to save a file is- [ F1F (BB), =i
(FM)-"%0]

a) Ctrl+s b) Alt+s

¢) Ctrl+F1 d) Ctrl+F2 Ans: a

A ? Student
V- JI=

10.

11.

In which group do we work at the time of text
formatting in word?

a) Table, Paragraph and Indexes

b) Paragraph, Indexes and Sections

c) Characters, sections and paragraphs

d) Indexes, character and Tables

e) None of these Ans: a
To save an existing file with new name at new
location we should use — command.

a) Save b) Save and replace

c) Save as d) New file

e) None of these Ans: ¢
Forms that are used to organize business data
into rows and columns are called —

a) Transaction sheets b) Registers

c) Business forms  d) Sheet-spreads

e) Spreadsheets Ans: e
In power points, the Header & Footer button
can be found in the insert tab in what group?
a) Illustrations group b) Object group

c) Text group d) Tables group

e) None of these Ans: ¢
The PC productivity tool that manipulates data
organized in rows and columns is called a—
a) Spreadsheet

b) Word processing document
¢) Presentation mechanism

d) Database record manager
e) EDI creator

1. You can use — to copy selected text; and —to

paste it in a document.

a)Ctrl+ C,Ctrl +V b) Ctrl + C, ctrl + S

c)Ctrl +S,ctrl +S d) Shift+C, alt+P

e) ctrl + D, ctrl + A Ans: a
2. Numbers in table columns are usually —

a) right-aligned b) left-aligned

c) justified d) centered

e) None of these Ans: a
3. Each box in a spreadsheet is called a—

a) cell b) empty space

c) record d) field

e) None of these Ans: a
4. Acollection of related files is called —

a) Character b) Field

c) Data base d) Record

e) None of these Ans: ¢
5. When afile is saved for the first time —

a) a copy is automatically printed

b) file name and folder name must be the same

c) it does not need a name

d) it only needs a name if it is not going to be printed

e) it must be given a name to identify it ~ Ans: e
6. The letter and number of the intersecting

columns and row is the

a) Cell location b) Cell position

¢) Cell address d) Cell coordinates

e) Cell contents Ans: ¢
[iadapan
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12.

13.

14.

15.

16.

17.

18.

19.

20.

Which Power point view displays each slide of

the presentation as a thumbnail and is useful

for rearranging slides?

a) Slide Sorter b) Slide Show

c) Slide master d) Notes Page

e) Slide Design

If a previously saved file is edited —

a) it cannot be saved again

b) the changes will automatically be saved in the file

c) the file will only have to be saved again if it is

more than one page in length

d) its name must be changed

e) the file must be saved again to store the changes
Ans: e

Ans: a

To print a document —

a) select the Print command and then select OK

b) select the Ready Printer command then select OK
c) type Print an then press Enter

d) close the document, select the Print command,
then select OK

e) None of these Ans: a
Which option is correct to enter the charts in
MS-Excel-

a) Formulas >> charts

b) Data >> charts

¢) Insert menu >> charts

d) View >> charts Ans: ¢
A — is a collection of information saved as a
unit.

a) folder
c) path
e) None of these Ans: b
What is a list of data files of database called?
a) Data diary b) Data list

c) Data disck d) Data Table

e) None of these Ans: d
What is the overall term for creating, editing,
formatting, storing, retrieving and printing a
text document?

a) Word Processing b) Spreadsheet design

c) Web design d) Database management

e) Presentation generation Ans: a
What is the main folder on a storage device
called?

a) Root directory

b) file
d) file extension

b) Interface

c) Device driver d) Platform

e) Mian directory Ans: a
A file is often referred to as a (n) —

a) Wizard b) Document

c) Pane d) Device

e) Documentation Ans: b

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

Excel workbook is a collection of —
a) Chart b) Word book

c) Worksheet d)aandc

) None of these

Microsoft Office is an example of a—
a) Closed source software

b) Open-source software

c) horizontal market software

d) vertical market software

e) compiler Ans: a
Which of the following is not related to text
formatting?

a) Line spacing
¢) Margin change

Ans: c

b) Text spacing
d) Searching

e) None of these Ans: d
In a spreadsheet program the — contains
related worksheets and documents.

a) Workbook b) Column

c) Call d) Formula

e) None of these Ans: a

‘Which one of the following software applications
would be the most appropriate for performing
numerical and statistical calculations?

a) Data base b) document processor

¢) Graphics Package d) Spreadsheet

e) None of these Ans: d
To correct the spelling in MS-Word we use —
a) Spellpro b) Spellcheck
¢) Outlook Express d) All of these
e) None of these

The word wrap feature—

a) Automatically moves the text to next line when
necessary

b) Appears at the bottom of the document

c) Allows you to you over text

d) Is the short horizontal line indicating the end of
the document Ans: a
The background of any word document —

a) is always white color

b) is the color your preset under the option menu
c) is always the same for the entire document

d) Can have any color you choose

e) None of these Ans: d
What is a default file extension for all word
documents?

Ans: b

a) TXT b) WRD

c) FIL d) DOCX

e) None of these Ans: d
Text in a column is generally aligned —

a) Justified b) Right

c¢) Center d) Left

e) None of these Ans: d
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31. Adirectory within a directory is called — 41. A collection of related information sorted and

32.

33.

34.

3s.

36.

37.

38.

39.

40.

a) Mini directory
c) Part directory
e) None of these Ans: d
For opening and closing of a file in excel, you
can use which bar?
a) Formatting

c) Title

e) None of these
You click at B to make the text —

a) ltalics b) Italics and under lined

¢) Underlined d) Bold

e) None of these Ans: d
For creating a document, you use — command
at file menu.
a) Open

c) New

e) None of these Ans: ¢
You can start Microsoft word by using— button.
a) New b) Start

c) Program d) control panel

e) None of these Ans: b
In excel, charts are created using which option?
a) Chart wizard b) Pivot table

c) Pic chart d) Bar chart

e) None of these

In page preview undo —

a) You can see all pages of your document.
b) You can only see the page you are currently
working on.

¢) You can only see pages that do no contain graphics.
d) You can only see the title page of your document.

e) None of these Ans: a
File extensions are used in order to—

a) Name the fill

b) identify the file

c) Answer the file name is not last

d) identify the file type

e) None of these Ans: d
Which elements of a word document can be
displayed in color?

a) Only graphics

b) Only text

c) All elements

d) All elements, but only if you have a color printer
e) None of these Ans: d
Which keyboard shortcut bolds selected text?
a)Ctrl +B b) Alt+ B
c) File/format/bold d) These all
e) None of these

b) Junior directory
d) Sub directory

b) Standard
d) Formatting or Title
Ans: b

b) Close
d) Save

Ans: a

42.

43.

44,

45.

46.

47.

48.

49,

50.

dealt with as a unitis a

a) Disk b) Data

c) File d) Floppy

) None of these Ans: ¢
MS-Word is an example of —

a) An operating system

b) A processing device

¢) Application software

d) An input device

e) None of these Ans: ¢

The blinking point which shows your position
in the text is called—

a) Blinker b) Cursor

c) Causer d) Pointer

e) None of these Ans: b
Which application is commonly used to prepare
a presentation/ slide show?

a) Photoshop b) Power point

¢) Outlook Express d) Internet explorer

e) None of these Ans: b
The quickest and easiest way in word, to locate
a particular word or phrase in a document is to
use the command.
a) Replace

¢) Lookup

e) None of these Ans: b
What kind of software would you most likely
use to keep track of a billing account?

a) Word processing b) Electronic publishing

c) Spreadsheet d) Web authoring

e) None of these Ans: ¢
What are bas, doc and html examples of?

a) Data bases b) extensions

¢) Domains d) Protocols

e) None of these Ans: b
A —is a unigue name that you give to a file of
information.
a) Device letter
c) File name d) File name extension

e) None of these Ans: ¢
Editing document consists of reading through
the document you’ve created, then—

a) Correcting your errors

b) Find
d) Search

b) Folder

b) Printing it

C) saving it d) Defeating it

e) None of these Ans: c
In a database, — fields store numbers used
perform calculation.

a) Next b) Key

¢) Alphanumeric d) numeric

e) None of these Ans: d
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51.

52.

53.

o4,

55.

56.

57.

58.

59.

60.

All of the following terms are associated with
spreadsheet software except—

a) worksheet b) Cell

c¢) Formula d) Virus detection

e) None of these Ans: d
The main directory of afile is called the —

a) Root b) Sub

c) Folder d) Network

e) None of these Ans: a

Which of the following is not true about
computer files?

a) They are collections of data saved to a storage
medium.

b) Every file has file name.

c) A file extension is established by the user to
indicate the files content.

d) Files usually contain data.

e) None of these Ans: ¢
To add or put into you document such as a
picture or text use—

a) TV b) Insert

c) Push is d) Squeeze in

e) None of these Ans: b
An—is created by an application.

a) Executable file  b) Software program

c¢) Document d) Operating System

e) None of these Ans: ¢
Meaningful filename helps in easy file —

a) Storing b) Accessing

c) ldentification d) Printing

e) None of these Ans: ¢

A program that enables you to perform
calculations involving rows and columns of
number is called a—

a) Spreadsheet program

b) Word processor

¢) Graphics package d) Window

e) None of these Ans: a
To—a document means to make changes to its
existing content.
a) Format

c) Edit

e) None of these Ans: ¢
Periodically adding, changing and deleting file
records is called file —

a) Updating b) Upgrading

c) Restructuring d) Renewing

e) None of these Ans: a
When computer users — a document, they
change its appearance.

a) Edit b) Create
c) Save d) Format
e) None of these

b) Save
d) Print

61.

62.

63.

64.

65.

66.

67.

68.

69.

How do you save a presentation under a new
file name?

a) Select the file menu and choose save as

b) When you close power point the file will
automatically be saved

¢) Select the file menu and choose save

d) The file will automatically be saved under the
new name if you change the title
e) None of these

Saving the process of —

a) copying a document from memory to a storage
medium

b) making changes to a documents existing content
¢) changing the appearance, or overall look, of a
document

d) developing a document by entering text using a
keyboard

Ans: a

e) None of these Ans: a
What menu is selected to print?

a) File b) Tools

¢) Special d) Edit

) None of these Ans: a
A saved document is referred to as a—

a) File b) Word

c) Folder d) Project

e) None of these Ans: a

A command that takes what has been typed into
the computer and can be seen on the screen and
sends it to the printer for output on paper —
a) Print b) Return

c) Jump d) Attention

e) None of these Ans: a
To find a saved document in the computer’s
memory and bring it up on the screen to view-
a) Reverse b) Rerun

c) Retrieve d) Return

e) None of these Ans: ¢
The different styles of lettering in a word
processing program —

a) Font b) Calligraphy

¢) Writing d) Manuscript

e) None of these Ans: a
To change written work already done —

a) File b) Edit

¢) Cut d) Close

e) None of these Ans: b

To exit the program without leaving the
application—

“Your Success Benchmark”

a) File b) Edit

c) Copy d) cart away

e) None of these Ans: e
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70. A command that saves what you are working | 81. The — feature in Word automatically corrects

71.

72.

73.

74.

75.

76.

77.

78.

79.

80.

on into the hard write, or onto a disk —

a) View b) Hold

c) Save d) go

e) None of these Ans: c
A program that works like a calculator for
keeping track of money and making budgets —
a) Calculator b) Spreadsheet

c) Budgeter d) Financier

e) None of these Ans: b
What menu is selected to save or save as?

a) Tools b) File

c) Format d) Edit

e) None of these Ans: b
To print a document, press— then press Enter.
a) Shift + P b) Ctrl + P

c)Alt+P d) Esc + P

e) None of these Ans: b
A (n) — in text that you want printed at the
bottom of the page.
a) Header

c) Footnote

e) None of these Ans: d
What menu is selected to change font and style?

b) Endnote
d) Footer

a) Tools b) File
c¢) Format d) Edit
e) None of these Ans: ¢

By default, your documents print in— mode.
a) landscape b) Portrait

c) Page Setup d) Print view

e) None of these Ans: b
Which type of file is created by word processing
programs?

a) database file
c¢) worksheet file
e) graphical file Ans: d
Data (information) is stored in computer as —
a) files b) directories

c) floppies d) matter

e) graphical file Ans: a
The name a user assigns to a document is called

b) storage file
d) document file

a(n)—
a) filename b) program
c) record d) data

e) None of these Ans: a
In order to e-mail a Word document from
within Word —

a) Go to file/ Send to/ Mail Recipient

b) Save the file as an e-mail attachment

c) Star Outlook and attach the file while open in Word
d) This is an impossible operation Ans: a

82.

83.

84.

85.

86.

87.

88.

certain spelling,
grammar errors.

typing, capitalization, or

a) Auto Fix b) Auto Spell

c) AutoMark d) AutoCorrect

) None of these Ans: d
You organize files by storing them in—

a) archives b) folders

C) indexes d) lists

e) None of these Ans: b

In order to create columnar data in Word you
need to—

a) Tab consecutively until cursor reaches the
desired place

b) Set tables or use the Table menu

¢) You need to use Excel

d) Press the space bar until your cursor reaches the
desired place

e) None of these Ans: b
When you want to move some text from one
page to a different page, the best method is —
a) drag and drop b) cut and past

c) delete and retype d) find and replace

) None of these Ans: b
A red wavy line under a word indicates that the
word —

a) is too long for the line of text

b) is not in the dictionary file and therefore might
be spelt incorrectly

c) is not appropriate for that particular sentence

d) isaverb

e) None of these Ans: b
When creating a word-processed document,
this step involves the user changing how words
on the page appear, both on the screen and in
printed form—
a) Editing text b) Inserting tables and indexes
¢) Formatting text  d) Proofing document

e) None of these Ans: c
The process of arranging data in logical
sequence is called

a) Summarizing b) Sorting

¢) Classifying d) Reproducing Ans: b
Numbers and formula entered in a cell are
called —

a) labels b) numeric entries
¢) intersection d) text
e) fillers Ans: b
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do.

FPTOIT RR-ferT T Tt TwbewE @G
[Srqrer S FATEE, THA AZFR-"20; ARAT Eaew T AR
"ov; Standard Bank-16]

a) ST FC b) @m@st e

C) @A qTHA d) @99 AeT™ A@T  Ans: €
T T, A qEr BT T AT | SR T (T 8
I R Aifén RN At SRR e | 9 Fiee [Wew @
@RI IFICEE TRTS T AA? (€1, W, 7. a) (W =@ aw
TR TrHEF) "8

a) MEFTFG AT b) sEeFrTEs AewE s

C) TRCEHPTFE T d) e gize Ans: c
«3f5 cEeftsa AL, B1, C1 g&k D1 97 (SBIT=R @IIFT &3
TR G I (PAC? (41, 3. 6. @) (ST T o SR W) "33
a)=sum (Al+D1) b)=sum(Al:D1)

c)=sum (A1-D1) d)=sum (AL B1C1,D1) A:b
T C9C10C11'8 C12 G 867 TRANTTE @It AT T
2 [0, 71 . Q1. (IR RS S-S ) ‘Rel

a) SUM (C9:C12)  b)=SUM (C9:C12)

C) SUM (C9+C12) d)SUM =(C9+C12) Ans: b
B CrelE st B “E10” fhm I i 2eawee [
. (7. @) (S IR B IATHR JrES) ‘R3]

) ‘B’ S @3 do T @ (S SIEIE GTe

b) ‘B’ @1-93 yo T FIN-9 SREFFEAA A

C) ‘B’ F9% @3 So T (A

d) ‘B’ @1-93 so 799 I Ans: a
@I REy wiea AN SAGAR & JIRIT T 2 [0, 71 .
@1, (FFTOE g F-SifFs R Qo

a) MS word b) Excel

C) Power Point d) Outlook Ans: c
ST AT T RT STeC Aeeet SEATGIF fNreics <=
- (@GR @i A fres fes-sv]

a) effgread D) cenam

C) frzrae d) 9fe Ans: b

AFCSTHIE AACABR FEEIE U I T2 (w12, fvie @ somiasss
TR AL A (Grefbe) 200¢]

a) a3 el b) 5

C) FIF i d) Pt b et Ans: d
s @B Image F&ew extenstion Rew I3z
J? [RF1aa (i sifFeers sritwerd) 22l

a) .docx b) .xls

C) .jpg d) @raitE 7 Ans: ¢
R BB e FUET e [« @, o7, a) (i sl
FEATOR WIFRS) R3]

a) TIECHEA (e b) ¢=ir5% e

C) coigw @owel cire ) f&G fot care Ans: d

~BONUS @

9N.

;.

9.

°8.

6.

Y.
).
.

0.

20.

Insert Table @ by default 5 Column @3k Row
CF? [ o1 B, @1 (FFToR T V-9 7256 "0l
a)5column2row b)5column 5 row
c)3column5row d)5column3row AnNs:a
@9 e Header € Footer 20eam T2 [« . . .
(FITTR AR P T2 Q0]

a) File b) Insert

C) View d) @reaite 7@ Ans: b
MS Word-4 &N e &% I A2 () . . =
(= =fe57) "Sa; q1. F. €. @) (I AR FHFe) "val
T2, (@ (TS BT IS ACF? [q0. #1. & @ (FF=E5m
TFRS IS TR "R0]

a) File b) Format
C) Insert d) Edit
6. (FIAIHE T Ans: a

G5 FIZT AT Drive @ save IR & I9%© T&- (4.
A, . Q. (FPTER Ui F-S1wT T2F4) Qo]

a) Save b) Save as

c) Close d) @eaite 7@ Ans: b
FRATHICR DI T I (@I T YR VT ©F (@I 6
COTHA NI A IA? [0, 4. R, Q1. (IFAToR Wwreles Fiw-sfe
STEFI) '20]

a) Shift + A b) Shift + C

c)Ctrl+2Z d)Alt+2Z Ans: ¢
@ oy e &= Find optionfs 9 A6 6t et
2 [, o1, /. Q1. (TR ks S-S T2 Qo]
a)Ctrl + O b) Ctrl + F

c)Ctrl +Z d)Ctrl +S Ans: b
(I CFNCHH (4T IS IS (FRG? (41, @, 7. ) (e
TEFIR T FATER IEEF) ‘R3]

a) Shift + End b) Control + End

c) Caps Lock + End d) Enter + End Ans: b
TR ([T FACS I FAS JIZS A? (41, W0, 7. a) (et e
TN FICHR @rFRT) R3]

a) Control + | b) Control +V

c) Control + B d) Control + D Ans: ¢

MS Word-« F8 F {7 s+t =1 i =12 [a) . . =,
(Ffea wfE57 (@afey FN-512f495)) "2l

a) *[eal (% Freeg =7 b) 9=fo T Fiesiz =1
C) b = ez =1 d) @i “yare Fieeg =aA: d
MS Word @ @ (Tqre % I1e ATF? (g i
ot w2 (CGFC)-a3 Fieas Sidid fesa 2055
a) File b) Format

C) Insert d) Edit
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21. NG SIS FHT @I *EFG I OAET AN WA | 23, MS PowerPoint -4 &% @R 515 0ol T w9 oo

22.

M2 [EXIM Bank Ltd. Officer: 14; *=aF S@dF@a ifeTe
el su]

a) Ctrl + E b) Ctrl + C

c)Ctrl + M d) Ctrl +J Ans: a
WEHFG GG Ctrl + home. (R Sq @, fmm
[EISR S EIRELY)

a) TSI PR &Fce b)) ISl PR S

C) 7S AR dy oo ewtes Ans: d

Microsoft Office is an example of a-

a. Closed source software

b. Open source software

c. Horizontal market software

d. vertical market software

Which of the following is used to select whole
document?

a) Ctrl + C b) Ctrl + X

c) Ctrl + A d) Ctrl + W

In MS-Word, Bullets and Numbering are in the
tab-

a) Insert b) View

c) Home d) Design
Which file starts MS Word?

a) word.exe b) msword.exe

c) word 2003.exe  d) winword.exe

The symbol of ‘$’ is used in Microsoft Excel
for-

a) Copying the cell b) Aligning the cell

c) Dragging the cell d) Fixing the cell

24,

° 9
-t
fiw

Class §)

10.

I BT @ PNGT A2 [FCEFE i o FzyP(CGFC)-
O3 IS AT RTH 205]
a) Insert b) Review

c) Design d) Data Ans: a

MS Excel @ = Sum (C12:C19) Tl =11 @ity

Sum 7 [emoe o S Q¢ (BWDP)@R wbt «ff
HATRGI0 5]

a) ‘Summation b) Formula

C) Function d) Addition Ans: c
Test

----- identifies a cell in MS-Excel.

a) Name b) Label

c) String d) Address

Which of the following is spreadsheet

program?

a) MS-Word b) MS-PowerPoint

¢) MS-Excel d) MS-Access

In MS-PowerPoint, the slide sorter view
displays slides in-

a) thumbnail form  b) large icon form

c) list form d) detail form

In MS PowerPoint, Which function key in the
keyboard is used as a shortcut for starting
slideshow?
a) F2

c) F5

b) F3

d) F4
is a popular database management
software’s?
a) MS-Access
¢) MS-InfoPath

b) MS-Outlook
d) MS-Groove

Answer Sheet

(1faf2fcfslclaldfs5][b[6]d[7]c[8]afo]c][i]al]
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