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1. Microsoft (MS) Word- GKwU IqvW© cÖ‡mwms mdUIq¨vi| 

2. MS Word’i dvBj G·‡Ubkb .doc, .docx Ges Executable dvBj Winword.exe (Gi gva¨‡g Kvh©µg ïiæ nq)| 

3. The Rectangular area of the screen that displays a program, data and/ or information is– Window. 
4. gvB‡µvmd‡Ui KvR: 

✓ e¨w³MZ †bvU ˆZwi Kiv, †Uwej Ges WvqvMÖvg ˆZwi Kiv| 

✓ `wjj, cÖkœ, wPwVcÎ UvBc Kiv, wcÖ›U Kiv, wWRvBb Kiv BZ¨vw`| 

✓ Kw¤úDUv‡i †jLv‡jwLi KvR m¤úv`b/ msiÿY Ki‡Z cv‡i| 

 

 

 
 

bs. evi (Bar) Ae¯’vb Z_¨cÖevn 

01. 

UvB‡Uj evi 

(Title Bar) 
c`©vi G‡Kev‡i Dc‡i 

▪ evUb/ KgvÛ: Minimize, Maximize, Close 

▪ Quick A¨v‡·m Kivi Rb¨ e¨envi Kiv nq| 

▪ UvB‡Uj ev‡i Window’i bvg _v‡K| 

02. †gby evi (Menu Bar) UvB‡Uj ev‡ii wb‡P ▪ evUb/ KgvÛ: File, Edit, View, Insert, Help. 

03. 

÷¨vUvm evi 

(Status Bar) 
DB‡Ûvi GK`g wb‡P 

▪ WKz‡g›U m¤úwK©Z Z_¨ cÖ̀ vb K‡i Ges Page (c„ôv bv¤̂vi), Sec (†mKkb 

bv¤̂vi) Ln (jvBb bv¤̂vi) wb‡`©k K‡i| 

04. 

Uzj evi 

(Tool Bar) 
†gby ev‡ii wb‡P 

▪ Uzj ev‡ii msL¨v 16wU|  

▪ Uzj ev‡ii me©wb¤œ d›U dvBRÑ 8 (AvU) Ges m‡e©v”P d›U mvBR (72)| 

▪ Header (†nWvi)Ñ c„ôvi Dc‡ii As‡ki UvB‡Uj Ges Footer (dzUvi)Ñ 

c„ôvi wb‡Pi As‡ki UvB‡Uj| 

▪ By default, Header & Footers are printed on every pages. 
 

Microsoft Word 

evi (Bar) 

 Lecture Contents 

❑ Microsoft Word 

❑ Microsoft Excel 

❑ Microsoft PowerPoint 
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▪ wWdë Uzj evi: 2wU| h_v- 1. ÷¨vÛvW© Uzjevi (Standard Tool Bar), 2. dig¨vwUs Uzjevi (Formatting Tool Bar) 
 

wWdë Uzj evi Z_¨cÖevn 

÷¨vÛvW© Uzjevi 

(Standard Tool Bar) 

▪ Ae ’̄vb: †gby ev‡ii wb‡P| 

▪ KgvÛ (Command): Save, Open, Copy, Paste. 

▪ WordbookÕi Aw¯ÍZ¡ Av‡Q wK bv ÷¨vÛvW© Uzjevi I‡cb Kivi gva¨‡g †PK Kiv nq| 

dig¨vwUs Uzjevi 

(Formatting Tool Bar) 

▪ Ae¯’vb: ÷¨vÛvW© Uzjev‡ii wb‡Pi mvwi‡Z| 

▪ KgvÛ (Command): Bold, Italic, Underline. 

▪ d›U cwieZ©b, d›U mvBR †QvU eo Ki‡Z, bv¤̂vwis Ki‡Z, †jLvi A¨vjvBb‡g›U wVK Ki‡Z, 

AvDUjvBb w`‡Z e¨envi Kiv nq| 

❖ gvB‡µvmdU Iqv‡W© 3wU Key e¨envi K‡i †jLv †gvQv hvq| h_v- 

✓ Backspace Key: Kvm©‡ii evgw`K †_‡K †jLv †gv‡Q| 

✓ Delete Key: Kvm©‡ii Wvbw`K (Kvm©‡ii Av‡Mi kã) †_‡K †gv‡Q| 

✓ Insert Key: Kvm©‡ii Wv‡bi †jLv †gv‡Q| 
 

 

 
 

❖ †gbyi msL¨v: gvB‡µvmdU Iqv‡W© †gbyi msL¨vÑ 09 wU| h_vÑ 

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 

❖ K‡qKwU ¸iæZ¡c~Y© †gby (Menu) m¤ú‡K© we Í̄vwiZ 

Av‡jvPbv Kiv n‡jv: 

(1) dvBj †gby (File Menu) 

❖ gvB‡µvmdU Iqv‡W©i cÖ_g †gbyÑ dvBj (File) †gby| 

❖ dvBj †gbyi AšÍfz©³ Sub Menu: New, Open, Close, Save, 

Save As, Print, Exit, Page Setup, Properties. 
 

 (2) GwWU †gby (Edit Menu) 

❖ gvB‡µvmdU Iqv‡W©i wØZxq †gbyÑ GwWU †gby (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. 
 

(3) dig¨vU †gby (Format Menu) 

❖ dig¨vU †gby (Format Menu)Õi AšÍfz©³Ñ Slide Design, 

Slide Layout, Type Face. 

❖ Changing of Fonts and their sizes allows– Formatting. 
 

d›U (Font) 
 

❖ WKz‡g‡›Ui eY© ev Aÿi, hwZwPý, msL¨v, MvwYwZK wPý 

wjLvi aib ev ÷vBj| K‡qKwU English Font n‡jv- Times 

New Roman, Arial, Corsiva, Bookman Old style, 
Courier New Garamond, Impact, Monotype. 

❖ Font Color: †jLvi Kvjvi| 

❖ Superscript (mycviw¯ŒÞ): †jLv‡K jvB‡bi GKUz Dc‡i 

†jLvi Rb¨ e¨envi Kiv nq| †hgb: 2
3
 GLv‡b, 2 Gi 

cvIqvi 3 mycviw¯Œ‡Þi gva¨‡g wjLv n‡q‡Q| kUKvU© Kx: 

Ctrl + Shift + Plus (+) 

❖ Subscript (mvew¯ŒÞ): †jLv‡K jvB‡bi GKUz wb‡P †jLvi 

Rb¨ e¨envi Kiv nq| †hgb: H2O GLv‡b, H cieZ©x bv¤^vi 

2 mvew¯Œ‡Þi gva¨‡g wjLv n‡q‡Q| kUKvU© Kx: Ctrl + Equal (=) 

❖ d›U ÷vBj (Font Style): gvB‡µvmdU Iqv‡W© d›U ÷vBj 

4 ai‡bi, h_v- Regular, Italic, Bold Ges Bold Italic. 
 

(4) BbmvU© †gby (Insert Menu) 

❖ Bbmv‡U©i AšÍfz©³Ñ Page Number, Auto Text, File, OLE 

(Object Linking and Embedding), Hyperlink. 

❖ gvB‡µvmd‡Ui Ruler-Gi AšÍfz©³Ñ Tab stop box, Left 

Indent, Right Indent. 

❖ Table ˆZwi Kivi KgvÛ: Insert → Table → Insert Table. 

wKš‘ Table of Contents cvIqv hvq; Reference-G| 

❖ c„ôv bv¤̂vi †`Iqvi KgvÛ: Insert → Header and Footer. 

Bjv‡÷ªkb MÖæ‡c _v‡KÑ wK¬c AvU©| 
 

†gby (Menu) 
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†eªK (Break) 

❖ †Kv‡bv WKz‡g‡›Ui m¤ú~Y© †cBR ev c¨vivMÖvd †eªK K‡i bZzb 

†cR ev Kjvg m„wó K‡i| 

✓ †cR †eªK (Page Break): GK †cBR †eªK K‡i Aci 

†cB‡R †h‡Z e¨envi Kiv nq| 

✓ †mKkb †eªK (Section Break): WKz‡g‡›Ui GK ev 

GKvwaK †cB‡Ri dig¨vU ev web¨vm cwieZ©b Ki‡Z 

e¨envi Kiv nq| wewfbœ dig¨v‡U wewfbœ †mKkb ˆZwi 

K‡i| Ackb: 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. 
 

†gBj gvR© (Mail Merge) 

❖ MS WordÕi GKwU wdPvi hvi mvnv‡h¨ GKB wPwV‡K 

Pvwn`vgZ GKvwaK wVKvbvq GKmv‡_ cvVv‡bv hvq| 

❖ †Kb †gBj gvR© e¨envi Kiv nq?Ñ GKB wPwV hw` wewfbœ 

wVKvbvq wfbœ wfbœ e¨w³ ev cÖwZôv‡bi wbKU cvVv‡bvi 

cÖ‡qvRb nq, ZLb D³ wPwVi mv‡_ wfbœ wfbœ wVKvbv‡K GKÎ 

K‡i Lye Aí mg‡q c~Y©v½ wPwV MVb Kiv hvq| 

❖ †h †gby‡Z Mail Merge KgvÛ _v‡KÑ Mailings. 

❖ Mail Merge KgvÛ cÖ‡qvM Kivi Rb¨ Kgc‡ÿÑ 2wU dvBj 

ˆZwi Ki‡Z nq| 

❖ Kvh©vewj: g~j wPwVwUi WKz‡g›U ˆZwi K‡i (g~j wPwV GKwU 

Form Template WKz‡g›U wn‡m‡e _v‡K) Ges GKvwaK 

wVKvbvq †cÖiY Kiv hvq| †gBj gv‡R©i mvnv‡h¨ GKB mg‡q 

GKvwaK WKz‡g›UI GKmv‡_ †cÖiY Kiv hvq| 

❖ The ability to combine name and addresses with a 

standard document is called– Mail Merge. 

❖ Essential Component: Main Document, Data Source, 

Merge Fields. 

 

 

GKbR‡i gvB‡µvmdU Iqv‡W©i wewfbœ kU©KvU Kx (Shortcut Key) 

❖ Ctrl KxÕi mv‡_ A-Z Gi wewfbœ Kx (Key): 

Key e¨envi Key e¨envi 

Ctrl + A wm‡j± Aj Ctrl + N Create a new Document 

Ctrl + B †U·U †evì Ctrl + O Open a document 

Ctrl + C †Kv‡bv wKQz Kwc (Copy) Kiv Ctrl + P WKz‡g›U wcÖ›U 

Ctrl + D d›U cwieZ©‡bi Rb¨ WvqvjM e· cÖ`k©b Kiv Ctrl + Q c¨vivMÖv‡di gv‡S †¯úwms ˆZwi Kivi Rb¨ 

Ctrl + E †m›Uvi GjvBb‡g›U Kiv Ctrl + R †U·U‡K ivBU GjvBb‡g›U Kiv 

Ctrl + F kã †LuvR ev cÖwZ ’̄vcb (Find & Replace) Kiv Ctrl + S dvBj †mf 

Ctrl + G Go To Kgv‡Û †h‡Z Ctrl + T Doing a Tab on a Browser 

Ctrl + H wi‡cøm KgvÛ Ctrl + U †U·U AvÛvijvBb Kiv 

Ctrl + I †U·U Italic Ki‡Z Ctrl + V †U·U †c÷ (Paste) Kivi Rb¨ 

Ctrl + J †U·U Rvw÷dvBW GjvBb‡g›U Kiv Ctrl + W dvBj eÜ (Close Tab) Kivi Rb¨ 

Ctrl + K nvBcviwjsK ˆZwi Kiv Ctrl + X †Kvb wKQz KvU (Cut) Kivi Rb¨ 

Ctrl + L †U·U †jdU GjvBb‡g›U Kiv Ctrl + Y Redo (cybivq c~‡e©i Ae¯’vq hvIqv) 

Ctrl + M Bb‡W›U †`qvi Rb¨ Ctrl + Z Undo ev c~‡e©i Ae¯’vq wdwi‡q Avbv 

 

❖ Ctrl KxÕi mv‡_ Ab¨vb¨ Kx (Key): 

Key e¨envi Key e¨envi 

Ctrl + [ d›U mvBR †QvU Ki‡Z Ctrl + ] d›U mvBR eo Ki‡Z  

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

Ctrl + Home WKz‡g‡›Ui ïiæ‡Z hvIqv Ctrl + End WKz‡g‡›Ui †k‡l hvIqv 

Ctrl + Page Up Screen-Gi ïiæ‡Z hvIqv Ctrl + Page Down Screen-Gi †k‡l hvIqv 
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❖ Ab¨vb¨ Kx (Key): 

Key e¨envi Key e¨envi 

Home Line-Gi ïiæ‡Z End Line-Gi †k‡l 

Page Up GK Screen Dc‡i Page Down GK Screen wb‡P 

Esc †Kv‡bv wb‡ ©̀k evwZj Kiv Shift + Del Delete without moving to the Recycle Bin 

Shift + F3 Change the case Shift + Insert Paste text from the clipboard 

Shift + Enter jvBb †eªK Shift + Ctrl + E Uª¨vK cwieZ©b Ki‡Z 

Ctrl + Shift + N Create new folder Ctrl + Shift + Esc Open Task Manager 
 

❖ Ctrl + Alt + Delete: Three-Finger Salute bv‡g cwiwPZ| 

❖ Ctrl + Alt + Delete Gi gva¨‡g †h KvR¸‡jv Kiv nqÑ 

✓ Kw¤úDUvi wi‡evU (cybtPvjy) Kiv hvq|  

✓ Task Manager †K bZzb Kv‡Ri wb‡ ©̀kbv cÖ`vb Kiv hvq| 

✓ DB‡ÛvR Acv‡iwUs wm‡÷g bZzb †Kv‡bv †cÖvMÖvg Ki‡Z e¨envi Kiv nq| 

 

Document Gi wewfbœ ¯’v‡b Kvm©i ms ’̄vcb 
 

WKz‡g‡›Ui wewfbœ ¯’v‡b Kvm©i ms ’̄vcb Kivi Rb¨ wba©vwiZ As‡k Kvm©i †bevi Rb¨ Mouse ev Kx †ev‡W©i Kvm©i Kx †mU [Enter Kxi cv‡k 

Dci (), wbP (), Wvb (→), ev‡g () Zxi wPý m¤̂wjZ 4wU Kx e¨envi Kiv hvq| 

To Move To Key To Move To Key 

GK Aÿi Wv‡b → GK Aÿi ev‡g   

GK Line wb‡P   GK Line Dc‡i  

GK Word Wv‡b Ctrl + → GK Word ev‡g Ctrl +  

Line Gi ïiæ‡Z Home Line Gi †k‡l End 

c¨vivi cÖ_‡g Ctrl +  c¨vivi †k‡l Ctrl +  

GK Screen Dc‡i Page Up GK Screen wb‡P Page Down 

Screen Gi ïiæ‡Z Ctrl + Page Up Screen Gi †k‡l Ctrl + Page Down 

Document Gi ïiæ‡Z Ctrl + Home Document Gi †k‡l Ctrl + End 

 

 

 

1. MS Word-G †Kvb †gby‡Z wcÖ›U KgvÛ _v‡K?   

 DËi: File 

2. †Kvb wKQz †LuvRvi Rb¨ Find option wU †Kvb evUb †P‡c Avbv 

hvq?  

 DËi: Ctrl + F 

3. †Kv‡bv WKz‡g‡›Ui †k‡l hvIqvi KgvÛ †KvbwU?   

 DËi: Control + End 

4. MS Word-G F8 Kx wZbevi Pvcv n‡j wK nq?   

 DËi: GKwU c¨vivMÖvd wm‡j± nq| 

5. GgGm Iqv‡W© wb‡Pi †Kvb kU©KvU Kx Pvc‡j jvBb¸‡jv gv‡S hv‡e?   

 DËi: Ctrl + E 

6. In MS Power Point, which function key in the 

keyboard is used as a shortcut for starting 

slideshow?  

       DËi: F5 

7. gvB‡µvmdU IqvW© cÖ_g Avwe®‹…Z nq KZ mv‡j?  

 DËi: 1990 mv‡j|  

8. evsjv d‡›Ui D™¢veK †K?  

 DËi: †gv¯Ídv ReŸvi|  

9. weRq evsjv Kx †evW© cÖKvk Kiv nq?  

 DËi: 1988 mv‡j|  

 

GK 
K_vq cÖ‡kœvËi 
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1. 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 

2. 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  

 c) Saving’s document 

 d) Defining a margin  Ans: a 

3. 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: c 

4. 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 

5. 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 

6. In Microsoft Word, first line and hanging are 

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

 a) Alignment b) Spacing 

 c) Indentation d) Numbering Ans: C 

7. 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 

8. 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 

9. 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 

10. 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 

11. In MS-Word, Bullets and Numbering are in the 

tab- [Combined 7 Banks & 1 Financial Institutions (Senior 

Officer)- 2021] 

 a) Insert b) View 

 c) Home d) Design Ans: c 

12. The space left between the margin and the 

beginning of a paragraph is called- [Bangladesh 

Bank Officer General-2019] 

 a) Gutter  b) Alignment  

 c) Merge  d) Indentation  Ans: d 

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

 a) Bold b) Superscript  

 c) Regular  d) Italic  Ans: b 

14. 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 

15. 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 

 

 

         Practice 
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❖ Excel k‡ãi AvwfavwbK A_©Ñ †kÖôZi nIqv| 

❖ Microsoft Excel– GKwU †¯úªWwkU A¨vbvjvBwmm mdUIq¨vi| 

❖ MS Excel-Gi KvR: †WUv msiÿY I e¨e¯’vcbvi hveZxq Kv‡R MS Excel e¨envi K‡i| 

❖ Executable dvBj: Excel.exe. `yB ev Z‡ZvwaK G‡·j dvBj I‡cb Kiv hvqÑ Ctrl + tab †cÖm K‡i| 

❖ e¨envi: cwimsL¨vb I wnmve-wbKvk welqK wi‡cvU© ˆZwii Dc‡hvMx, Avw_©K cwimsL¨vb †hgb Mo Kg©Pvixi †eZb, †gvU gRywi 

Ges weµqjä A_©, cixÿv_©x‡`i djvdj †ei Ki‡Z e¨eüZ nq| 

❖ G‡·‡ji Valid UvBc †WUv bq: Character. †¯úªWwk‡U e¨envi Kiv hvq bv: Trigonometric Calculations. 

 

MS Excel- Gi mswkøó wewfbœ Uvg© (Term) 
 

1. †¯úªWwkU (Spreadsheet) 

❖ Spreadsheet k‡ãi AvwfavwbK A_©Ñ Qov‡bv cvZv (Spread A_© Qov‡bv Ges Sheet A_© cvZv)| MÖvd KvM‡Ri b¨vq X Aÿ Ges Y 

Aÿ eivei †QvU †QvU N‡ii g‡Zv A‡bK Ni msewjZ eo wkU‡K †¯úªWwk‡U (Spread Sheet) e‡j| 
 

2. IqvK©wkU (Wordsheet) 

❖ Excel-Gi mywekvj cvZvi †h As‡k KvR Kiv nq Zv‡K Worksheet e‡j| 

❖ †¯úªWwkU †cÖvMÖv‡g AmsL¨ Niwewkó QK‡K IqvK©wkU e‡j| g~jZ †¯úªWwk‡UB n‡jv Worksheet. GKwU LvZvi A‡bK¸‡jv †cB‡R †hgb 

†jLv hvq, G‡·‡jI †Zgwb wfbœ wfbœ IqvK©wkU Ly‡j Zv‡Z KvR Kiv hvq| 

❖ IqvK©wk‡Ui Row (mvwi) Ges Column (Kjg): 

✓ msÁv: IqvK©wk‡Ui Avbyf‚wgK ev f‚wg eivei ev evg †_‡K Wv‡bi w`‡K j¤^v Ni‡K  Row (mvwi) e‡j |  

✓ Djø¤^ ev Dci †_‡K wb‡Pi w`‡K cÖevngvb Ni‡K Column (Kjvg) e‡j| 

✓ msL¨v: Row (mvwi)Ñ 65536 wU Ges Column (Kjvg)Ñ 256 wU| 

✓ IqvK©wkU Row †K 1, 2, 3, .......  Øviv Ges Column †K A, B, C, ........ Øviv wPwýZ Kiv nq| 
 

3. †mj (Cell) 

❖ mvwi I Kjv‡gi ci¯úi †Q‡` ˆZwiK…Z †QvU †QvU AvqZvKvi Ni‡K †mj ejv nq| 

❖ IqvK©wk‡Ui †ewmK BDwbU Ges G‡·‡ji Kjvg I mvwii cÖwZwU Dcv`vb- †mj (Cell). 

❖ IqvK©wk‡Ui †mj msL¨v: 65,536  256 = 1,67,77,216 wU (GKwU †m‡ji K¨v‡i±vi wjwgU: 32,767 wU)| 

❖ ‡h ai‡bi †WUv Entry K‡i ev GKwU Cell-G hv hv _v‡K: 1 Numeric Data– Numbers/ Value, 2. Alphanumeric/ Alphabetic 

Data– Labels, 3. Formulas. 

❖ †mj wjLvi Rb¨ cÖ_‡g Kjvg msL¨v Ges cieZ©x‡Z mvwi msL¨v wjLv nq| †hgb: GKwU †m‡j Kjvg A, †iv 1 n‡j Cell – A1 Ges Cell 

wbw`©ó K‡i eySv‡Z ‘$’ e¨envi Kiv nq| †hgb: A1 †K eySv‡Z $A$1 (hv‡K Absolute Cell Reference ejv nq) e¨envi Kiv nq|  

❖ Cell Format: †mj dig¨v‡Ui gva¨‡g Worksheet-Gi Content m¤ú‡K© aviYv Kiv hvq| 

❖ Active Cell wb‡ ©̀k Kiv nq: GKwU Dark Wide Border-Gi gva¨‡g| 

❖ 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. 
 

 

4. IqvK©eyK (Workbook) 

❖ G‡·‡ji dvBj‡KÑ IqvK©eyK (Workbook) ejv nq| 

❖ IqvK©eyK (Workbook)– GKvwaK IqvK©wk‡Ui Kv‡jKkb (Collection). 

❖ msL¨v: m‡e©v”P KZwU IqvK©eyK †Lvjv hvq Zv Kw¤úDUv‡ii †g‡gvwii Dci wbf©ikxj| 

❖ IqvK©ey‡Ki wewfbœ ai‡bi wkU (Sheet): Work sheet, Chart Sheet, Module Sheet BZ¨vw`| 
 

Microsoft Execl 
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❑ Excel Screen-Gi †h K‡¤úv‡b›U (Component) Pvjy ev eÜ Kiv hvq bv- Formula Bar, Status Bar, Tool Bar. 

❑ A‡Uv K¨vjKz‡jU †gvW Disable Kiv _vK‡j †h Kx (Key) †cÖm K‡i dgy©jv †m‡ji gvb Avc‡WU Kiv nq– F9. 

❑ COUNTA function: Counts non-empty cell. Tells the number of numeric entries in the designated range. 

❑ View Menu Gi AšÍfz©³ - Split.  
 

evi (Bar) 

evi (Bar) Z_¨cÖevn 

Title Bar 

▪ Excel Windows-Gi kxl©‡`k Microsoft Excel-Book 1 †jLv eviwU‡K Title bar e‡j| 

▪ †mBf Kiv †Kv‡bv dvBj ev WKz‡g›U I‡cb Ki‡j UvB‡Uj ev‡i †mf Kiv dvB‡ji bvg cÖ`wk©Z nq|  

▪ ms¯úwk©Z Ab¨vb¨ evUb: Wvb cv‡k wgwbgvBR, g¨vw·gvBR I †K¬vR evUb _v‡K| 

Menu Bar 

▪ Ae ’̄vb: UvB‡Uj ev‡ii wb‡P| 

▪ †gby ev‡ii AšÍfz©³: File, Edit, View, Insert, Format, Data, Window, Help BZ¨vw`| 

▪ dvBj †gby I‡cb Kiv hvqÑ Alt + F KgvÛ w`‡q| 

Tool Bar 
▪ Ae ’̄vb: †gby ev‡ii wb‡P Aew¯’Z wewfbœ cÖZxK msewjZ evi| 

▪ cÖ‡Z¨KwU cÖZx‡Ki evUb‡K AvBbK ev Uzj evUb ejv nq| 

Formatting Bar 

▪ Ae ’̄vb: Uzjev‡ii wb‡Pi mvwi‡Z| 

▪ e¨envi: d›U cwieZ©b, d‡›Ui mvBR †QvU-eo, †jLv‡K †evì, AvÛvi jvBb, BUvwjK Kiv, †jLv A¨vjvBb‡g›U 

Kiv, AvDUjvBU †`qv BZ¨vw`| 

Formula Bar ▪ Bbcy‡Ui gvb Ges wewfbœ dgy©jv cÖ`wk©Z nq| 

 

dvskb (Function) 
 

dgy©jv (Formula) 

❖ GKwU IqvK©wk‡Ui †m‡ji f¨vjy K¨vjKz‡jkb Kivi mgxKiY 

(Equation)| Ae¯’vb: IqvK©wk‡Ui dgy©jvev‡i| 

❖ dgy©jv ïiæ Kiv nq: ‘=’ (Equation) wPý e¨envi K‡i [†Kv‡bv 

dgy©jvi c~‡e© Ô=Õ wPý bv _vK‡j †mwU dgy©jvi AšÍfz©³ bq]| 

 

dvskb (Function) 

❖ dvskb (Function): c~‡e© wba©vwiZ dgy©jv MV‡bi gva¨‡g †Kv‡bv 

wnmve ev MYbv Kiv‡K dvskb e‡j| 

❖ dgy©jvi mswÿß iƒc- dvskb| †hgb: 3wU msL¨vi †hvMd‡ji 

dgy©jv: A1 + A2 + A3 Gi dvskb: Sum (A1 : A3) 

❖ AVG – MS Excel-Gi Valid Function bq| MS Excel 

Function: LEN, TRIM, MIN. 

❖ K‡qK ai‡bi dvskb: 

✓ Statistical function 

✓ Mathematical function 

✓ Logical function 

✓ Information function 

✓ Text function 

✓ Data and Time function 

✓ Database function 

✓ Financial function 

✓ Look and Reference function 

 

❖ K‡qKwU ¸iæZ¡c~Y© dvskb m¤ú‡K© ms‡ÿ‡c Av‡jvPbv Kiv n‡jv: 

 

(1) Statistical Function (cwimsL¨vb dvskb) 

 

†ÿÎ dvskb †h KvR K‡i MVb 

†hv‡Mi m~Î SUM dvskb GKvwaK †m‡ji †hvMdj wbY©q = SUM (Range/ List) 

M‡oi m~Î AVERAGE dvskb wbw`©ó †i‡Äi †mj¸‡jvi MvwYwZK Mo wbY©q = Average (Range/ List) 

ÿz`ªZg gvb MIN dvskb wbw`©ó †i‡Äi †mj¸‡jvi ÿz`ªZg msL¨v wbY©q = MIN (Range/ List) 

e„nËg gvb MAX dvskb wbw`©ó †i‡Äi †mj¸‡jvi e„nËg msL¨v wbY©q = MAX (Range/ List) 

❑ D`vniY: GKwU MS Excel-Gi †mj (Cell) D1, D2, D3, D4, D5-Gi 

✓ †hvMdj cÖKv‡ki dgy©jv: = Sum (D1 : D5) 

✓ Mo cÖKv‡ki dgy©jv: = Average (D1 : D5) 

✓ e„nËg msL¨v wbY©‡qi dgy©jv: = MAX (D1 : D5) 

✓ ÿz ª̀Zg msL¨v wbY©‡qi dgy©jv: = MIN (D1 : D5) 
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(2) Mathematical Function (MvwYwZK dvskb) 

 

†ÿÎ dvskb †h KvR K‡i MVb 

¸Ydj PRODUCT dvskb wbw`©ó †mj¸‡jvi ¸Ydj wbY©q = PRODUCT (Range/ List) 

fvM‡kl MOD dvskb wbw`©ó †mj¸‡jvi fvM‡kl wbY©q = MOD (Number, Divisor) 

❑ Number – fvR¨ (†h msL¨v‡K fvM Kiv n‡e) Ges Divisor – fvRK (†h msL¨v Øviv fvM Kiv n‡e)| 

eM©g~j SQRT dvskb eM©g~j Square root †ei Kivi Kv‡R SQRT (Cell Reference/ Value) 

ciggvb ABS dvskb msL¨vi ev †m‡ji gv‡bi ciggvb wbY©q ABS (Value/ Cell Reference) 

 

D`vniY: 

❑ ¸Yd‡ji †ÿ‡Î: GKwU MS Excel-Gi †mj (Cell) D1, D2, D3, D4, D5-Gi ¸Ydj cÖKv‡ki dg~©jv: = PRODUCT (D1 : D5) 

❑ fvM‡k‡li †ÿ‡Î: = MOD (X2, X1) dvskbwU X1 Øviv X2 †K fvM Ki‡j djvd‡j cÖvß fvM‡kl cÖ`vb K‡i| 

❑ eM©g~‡ji †ÿ‡Î: = SQRT (36) dvskbwUi eM©g~j 6 djvdj cÖKvk Ki‡e| 

❑ ciggv‡bi †ÿ‡Î: =ABSD (–16) dvskb ciggvb 16 cÖKvk Ki‡e| 

 

(3) Logical Function (jwRK¨vj dvskb) 

 

❖ dvsk‡bi gvb wba©viY Kiv nqÑ jwRK A_©vr, †Kv‡bv GKwU k‡Z©i wfwË‡Z| 

❖ jwRK¨vj dvsk‡b GKwU kZ© c~iY n‡j GK ai‡bi Z_¨ Qvcvq Ges kZ© wg_¨v n‡j wfbœ ai‡bi Z_¨ Qvcvq| 

❖ jwRK¨vj dvsk‡bi MVb: = IF (Conditional A, B). GLv‡b kZ© mZ¨ n‡j A Qvcv‡e Ges wg_¨v n‡j B Qvcv‡e| 
 

❖ MvwYwZK Acv‡iUi: 

Acv‡iUi e¨envi Acv‡iUi e¨envi 

= mgvb < > Amgvb 

> eo < †QvU 

> = A‡cÿvK…Z eo ev mgvb < = A‡cÿvK…Z †QvU ev Amgvb 

 

❖ GKvwaK k‡Z©i †ÿ‡Î: 

Acv‡iUi hLb True nq hLb False nq 

AND me¸‡jv kZ© mZ¨ n‡j GK ev GKvwaK kZ© wg_¨v n‡j 

OR GKwU kZ© mZ¨ n‡j me¸‡jv wg_¨v n‡j 

 

 

wewea Z_¨ 

 

g¨v‡µv (Macro) 

❖ ¯q̂swµqfv‡e m¤úbœ GKvwaK avivevwnK Command ev wb‡`©kvejx hv G‡·j dvskb ev dgy©jv msiÿY K‡i| 

❖ User developed instructions for Excel – Macros. 

❖ e¨envi: GKvwaK Kgv‡Ûi †ÿ‡Î g¨v‡µv e¨envi Kiv nq (KgvÛ¸‡jv‡K GKwU bvg ev kU©KvU Kx wn‡m‡e msiÿY Kiv hvq)|  
 

†c÷ †¯úkvj (Paste Special) 

❖ e¨envi: KvU wKsev Kwc Kiv wK¬c‡ev‡W© msiwÿZ †WUv †m‡j †c÷ Ki‡Z †c÷ †¯úkvj e¨envi Kiv nq| 

 

❖ wewfbœ ai‡bi †c÷ †¯úkvj: 

ûeû Copy, Paste Special, All ïay dgy©jv Copy, Paste Special, Formula 

ïay gvb Copy, Paste Special, Value ïay di‡gU Copy, Paste Special, Formats  

ïay K‡g›U Copy, Paste Special, Comments   
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MÖvd (Graph) 

❖ MÖvd (Graph): MS Excel-G wKQz MvwYwZK Z_¨‡K wP‡Îi mnR‡eva¨ Dc ’̄vcb Kivi Rb¨ MÖvd e¨envi Kiv nq| 

❖ wewfbœ ai‡bi MÖvd: Column Graph (Compare Values over categories), Bar Graph, Pie Chart (c~Y©v½ wel‡qi Askwe‡kl 

cÖ̀ k©‡bi Rb¨ m‡e©vËg) Line Chart (†kqvievRv‡i e¨eüZ nq), Pyramid Graph BZ¨vw`| 

 

Shortcut Keys of MS-Excel & their Descriptions 
 

Formatting Shortcuts Function Key Shortcuts 

CTRL + 1 

ALT + E + S + T 
ALT + H + O 

ALT + H + 9 
CTRL + SHIFT + 7 

ALT + O + C + A 
ALT + H + O + R 

ALT + W + F 
ALT + W + S 

SHIFT + CTRL + # 
SHIFT + CTRL + $ 

SHIFT + CTRL + % 
ALT + “=” 

Format Box 

Copy Format 
Increase Decimal 

Decrease Decimal 
Boxing 

Fit Column Width 
Change Tab Name 

(Un) Split Panes 
(Un) freeze windows 

Data Format 
$ Dollar Format 

% Percentage Format 
Sum Function 

F2 

F4 
F7 

F12 
SHIFT + F2 

SHIFT + F8 
SHIFT + F10 

CTRL + F3 
Windows Flag + D 

Edit Cells 

Anchor Cells 
Spell Check 

Save As 
Insert a Comment 

Add to Selection 
Right Click 

Name a Cell 
Minimize Programs 

 

 
 

1. Which of the following is not a logical function 

used in Ms-Excel?  

Ans: Else 

2. The basic unit of a worksheet into which you 

enter data in Excel is called as– [Anser VDP 

Unnayan Bank, Polli Sanchay Bank And  
Ans: box 

3. The combination of row and column is called– 
[Agrani Bank  

Ans: Cell 
4. You can move between two or more Excel files 

opened by using the- [Probashi Kollayan Bank Ltd 
Senior Executive Officer-2018] 

Ans: ctrl+tab  
5. In a spreadsheet program, a –– is a set of 

worksheets in the same file? [Exim Bank Ltd 
Trainee Assistant Officer-2018] 

Ans: workbook 
6. The symbol ̀ $` in MS Excel is used for––the cell? 

[Agrani Bank  

Ans: fixing 
7. 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––  

Ans:C1: H10  
8. In Excel, charts are created using which option? 

[Combined 3  
Ans: Pie chart 

9. In excel which of the following symbols is used 

before a numeric value so that it can be treated 

as labeled value?  

Ans: = (equal)   

10. In MS-Excel, the summation of the cells D1, D2, 

D3, D4, D5 equales− [Standard Bank Ltd. (TAO) : 

2016; Dutch Bangla Bank  Ltd.  

Ans: = Sum (D1: D5) 

11. What kind of programs manage complex 

mathematical calculations and create data 

charts or graphs?  

Ans: Spreadsheet program.  

12. What is the dictionary meaning of the word 

spreadsheet?  

Ans: Spreading leaves.  

13. What is a sheet consisting of rows and columns 

called in a spreadsheet program? 

 Ans: Worksheet.  

14. 4. What is the number of columns in Excel? Ans: 

256.  

15. What is the total number of rows of columns in 

Excel?  

Ans: 65,536  

16. What is a saved spreadsheet called? 

Ans: File or Wordbook. 
 

GK 
K_vq cÖ‡kœvËi 
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1. What will be the result of the formula Min 

(average (B1, B2), Product (B3:b4) where value 

of (B1= 20, B2 = 24, B3 = 15, B4= 20?  

[Bangladesh Bank, mnKvix cwiPvjK-Õ23] 

 a)  20 b) 22 

 c) 300 d) None of them Ans: b 

2. In MS-Excel, Name? error occurs when-  

[Bangladesh Bank, mnKvix cwiPvjK-Õ23] 

 a) Function name is wrong 

 b) Argument is wrong 

 c) Cell reference is invalid 

 d) All of them   Ans: d 

3. Excel Workbook is a collection of 

[Karmasangsthan Bank Ltd. DEO-2022] 

 a) Chart b) Worksheet  

 c) Word Book d) None of these Ans: b 

4. The symbol of ‘$’ is used in Microsoft Excel 

for- [Combined 5 Bank Officer Cash-2022] 

 a) Copying the cell 

 b) Aligning the cell 

 c) Dragging the cell 

 d) Fixing the cell  Ans: b 

5. In Microsoft Excel, the function key F2 is used 

for ⎯. [Combined 5 Bank Officer Cash-2022] 

 a) printing  b) editing a cell 

 c) requesting help d) saving the file Ans: b 

6. ----- identifies a cell in MS-Excel. [Combined 7 

Banks Senior Officer- 2021] 

 a) Name b) Label 

 c) String d) Address Ans: d 

 

 
 

gvB‡µvmdU cvIqvic‡q›U: gvB‡µvmdU cvIqvic‡q‡›U Awdm A_ev K‡j‡Ri †cÖ‡R‡›Ukb ˆZwi Kiv, ø̄vBW AvKv‡i wb‡Ri Rxeb e„ËvšÍ ‰Zwi 

Kiv, †Kv‡bv ’̄vb ev †`‡ki WKz‡g›Uvwi ‰Zwi Kiv, GgbwK wfwWI ch©šÍ ˆZwi Kiv hvq|  

1. bZzb ¯øvBW ˆZwi Ki‡Z INSERT †gby †_‡K NEW SLIDE wm‡j± ev Kx-†evW© †_‡K CTRL+M  †cÖm Ki‡j bZzb ¯øvBW ˆZwi n‡e|  

2. ¯øvBW cÖ`k©b Ki‡Z SLIDE SHOW Ack‡bi VIEW SHOW  †Z wK¬K ev Kx-†ev‡W©i F5 wK †cÖm Ki‡Z nq|  

3. ¯øvBW BbmvU©t Kx- †evW© kU©KvU- Ctrl+M ev Alt+H |  

4. Ctrl+F4 cvIqvic‡q›U †cÖ‡R‡›UkbwU eÜ n‡e|  

5. Duplicate the current slide- Ctrl+D  

6. Start a presentation from the current slide- Shift+F5. 

7. Hide the arrow pointer- Ctrl+H (Power Point 2010: Equal sign (=).  
 

 
 

         Practice 

Microsoft PowerPoint 
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❖ gvB‡µvmdU PowerPoint- gvB‡µvmdU Corporation-Gi ˆZwiK…Z GKwU Software hvi gva¨‡g †Kv‡bv welq‡K `k©‡Ki mvg‡b 

eo c`©vq cÖ`k©b Kivi Rb¨ Slide ˆZwi K‡i Slide Show Kiv nq| 

❖ gvB‡µvmdU cvIqvi c‡q›U- GKwU †cÖ‡Rb‡Ukb mdUIq¨vi| 

❖ dvBj G·‡Ubkb: gvB‡µvmd‡Ui cvIqvi c‡q‡›Ui dvBj G·‡Ubkb- .ppt Ges .pptx 

 

gvB‡µvmdU cvIqvi c‡q›U mswkøó wewfbœ Uvg© (Term) 
 

Uvg© (Term) Z_¨cÖevn 

†cÖ‡Rb‡Ukb (Presentation) ▪ cvIqvi c‡q‡›Ui dvBj 

¯øvBW (Slide) 

▪ †cÖ‡R‡›Uk‡bi cÖwZwU c„ôv GK GKwU ¯øvBW| ¯øvBW ˆZwi Kiv hvq- 2 fv‡e| h_v 

✓ Insert Menu-†Z New Slide G wK¬K Kivi gva¨‡g (kU©KvU Key: Ctrl + M). 

✓ Navigation Pane G Right wK¬K K‡i New Slide I‡cb Kivi gva¨‡g| 

¯øvBW cÖ`k©b (Slide Show) 

▪ †cÖ‡Rb‡Ukb ˆZwi K‡i c ©̀vq cÖ`k©b Kiv‡K Slide Show e‡j| 

▪ †hfv‡e cÖ`k©b Kiv hvq: Slide Show-Gi View Option wK¬K K‡i (kU©KvU Kx: F5) 

▪ †hfv‡e eÜ Kiv nq: gvD‡m Right wK¬K K‡i Pop-up †gby †_‡K End Show wK¬K K‡i 

(kU©KvU Kx: Esc). 
 

❑ Slide Layout G cvIqv hvq- Titles, Lists, Charts. 

❑ MÖvd Ges PvU© ˆZwi Kivi Ackb †h U¨v‡e cvIqv hvq- Insert (BbmvU©)-G| 

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

❑ Animation Can be repeated- 2 to 10 times. 

❑ Outline view- display all slides in a presentation is horizontally sequenced thumbnails. 
 

Slide Show 
 

¯øvBW (Slide) 
GKwU †cÖ‡R‡›Ukb dvB‡j G‡Ki AwaK c„ôv _vK‡Z cv‡i| Gi GK GKwU c„ôv‡K ejv nq ¯øvBW| GKwU 

†cÖ‡R‡›Uk‡b A‡bK ¸‡jv ø̄vBW e¨eüZ nq| 

¯øvBW ˆZwi 

¯øvBW ˆZwi Ki‡Z Insert †gby‡Z wK¬K K‡i New slide  Ack‡b wK¬K Ki‡j bZzb ¯øvBW ˆZwi n‡q hvq| G 

QvovI Kx‡evW© †_‡K kU©KvU©fv‡e Ctrl + M Pvc‡jI bZzb ¯øvBW ˆZwi n‡e| 

¯øvBW cÖ`k©b 

gwbU‡ii cy‡iv c ©̀v Ry‡o ˆZwiK…Z ø̄vBWwU cÖ`k©‡bi Rb¨ Slide Show Ack‡b wM‡q View show wK¬K Ki‡Z 

n‡e| kU©Kv‡U© Kx‡ev‡W© F5 Kx †cÖm Ki‡j gwbU‡ii c ©̀v Ry‡o ø̄vBW †kv cÖ`k©b ïiæ nq| 

¯øvBW eÜ 

cÖ`wk©Z ̄ øvBW‡kv eÜ Kivi Rb¨ ̄ Œx‡b _vKve ’̄vq gvD‡mi Wvb †evZvg Pvc w`‡j cÖvß cc-Avc †gby †_‡K End show  

†Z wK¬K Ki‡Z nq| Avi mivmwi ø̄vBW‡kv eÜ Ki‡Z Esc ev ïay S Pvc‡jB nq| 

 

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 + I 

Menu bar F10 

New Slide Ctrl + M 

Next window Ctrl + F6 
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Action Power Point Shortcut 

Open Ctrl + O 

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 O 

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 + Z 

 

 

 

1. MS PowerPoint  -G MÖvd Ges PvU© ˆZwi Kivi Ackb 

wb‡Pi †Kvb U¨ve G cvIqv hvq? 

 Ans: Insert 

2. In MS power point, the function for launching 

slide show is−  

 Ans: F5 

3. In MS-Powerpoint, shortcut for creating a new 

slide is:  

 Ans: Crtl + M 

4. MS Power Point is an example of which one of 

the following?   

 Ans: Application Software 

5. In MS power point, the function for launching 

Next window is−  

 Ans: Ctrl + F6 

6. In MS-PowerPoint, the slide sorter view 

displays slides in-  

 Ans: thumbnail form 

 

GK 
K_vq cÖ‡kœvËi 
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1. †KvbwU WvUv‡eR †cÖvMÖvg bq? [we ỳ¨r Dbœqb †evW©, wb¤œgvb wnmve 

mnKvix-Õ23] 

 a) Oracle b) Power Point 

 c) Fox Pro d) MS Access Ans: b 

2. In MS-PowerPoint, the slide sorter view 

displays slides in- [Combined 7 Banks Senior 

Officer- 2021] 

 a) thumbnail form b) large icon form 

 c) list form d) detail form Ans: a  

3. The shortcut key for starting the slide show in 

MS-PowerPoint is- [Probashi Kallyan Bank 

Officer (General)- 2021] 

 a) F5 b) Ctrl + B 

 c) Ctrl + N d) F8    Ans: a  

4. ------ 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 

 c) Slide sorter d) Web view Ans: c  

5. MS PowerPoint -G MÖvd Ges PvU© ˆZwi Kivi Ackb wb‡Pi 

†Kvb U¨ve G cvIqv hvq??[K‡›Uªvjvi †Rbv‡ij wW‡dÝ 

dvBb¨vÝ(CGFC)-Gi Kvh©vj‡qi  Aaxb AwWUi 2019] 

 a) Insert b) Review  

 c) Design d) Data Ans: a 

6. MS Power Point is an example of which one of 

the following?  [EXIM Bank Ltd. Officer (Cash): 

13] 

 a) Application Software b) System Software 

 c) OS d) Browser Ans: a 
 

 

 
 

1. 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 

2. Excel Workbook is a collection of [Karmasangsthan 

Bank Ltd. DEO-2022] 

 a) Chart b) Worksheet  

 c) Word Book d) None of these Ans: b 

3. 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  

 c) Saving’s document 

 d) Defining a margin  Ans: a 

4. The symbol of ‘$’ is used in Microsoft Excel 

for- [Combined 5 Bank Officer Cash-2022] 

 a) Copying the cell b) Aligning the cell 

 c) Dragging the cell d) Fixing the cell Ans: b 

5. 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: c 

6. In Microsoft Excel, the function key F2 is used 

for ⎯. [Combined 5 Bank Officer Cash-2022] 

 a) printing  b) editing a cell 
 c) requesting help d) saving the file  Ans: b 
7. What kind of package program is MS access? 

[Combined 5 Bank Officer Cash-2022] 
 a) Word processing  b) Programming  
 c) Database  d) Spreadsheet  Ans: c 
8. 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 
9. The shortcut key for activating ‘Reference 

Tab’ is- [Combined 7 Banks Senior Officer- 2021] 

 a) Alt + W b) Alt + S 
 c) Ctrl + S d) Ctrl + R Ans: B 
10. ----- identifies a cell in MS-Excel. [Combined 7 

Banks Senior Officer- 2021] 

 a) Name b) Label 
 c) String d) Address Ans: D 
11. ------ 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 

         Practice 
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12. In MS-PowerPoint, the slide sorter view 

displays slides in- [Combined 7 Banks Senior Officer- 

2021] 

 a) thumbnail form b) large icon form 

 c) list form d) detail form Ans: A 

13. The shortcut key for starting the slide show in 

MS-PowerPoint is- [Probashi Kallyan Bank Officer 

(General)- 2021] 

 a) F5 b) Ctrl + B 

 c) Ctrl + N d) F8 Ans: A 

14. Find which is not a MS-Excel function- [Probashi 

Kallyan Bank Officer (General)- 2021] 

 a) LEN b) TRIM 

 c) MIN d) COUNTD Ans: D 

15. What function key does F3 stand for in most 

computers? [Bangladesh Bank AD- 2021] 

 a) Refresh  b) Help 

 c) Find d) Save Ans: C 

16. User developed instructions for Excel are 

called? [Bangladesh Bank AD- 2021] 

 a) Arrays b) Macros 

 c) Procedures d) Pivots Ans: B 

17. 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 

18. 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 

19. ------ 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 

 c) Slide sorter d) Web view Ans: C 

20. 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 

21. In Microsoft Word, first line and hanging are 

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

 a) Alignment b) Spacing 

 c) Indentation d) Numbering Ans: C 

22. In a spreadsheet ⎯ can help you make sense of 

worksheet contents. [Sonali & Janata Bank Officer-IT-

2020] 

 a) value b) labels 

 c) formula d) macros  Ans: b 

23. 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 

24. Which area in an excel window shows the input 

values and formula? [EXIM Bank Ltd. TO-2020] 

 a) Standard Toolbar  b) Menu Bar 

 c) Title Bar d) Formula Bar Ans: d 
25. By Pressing which key we can move to the 

beginning of a line in a MS Word document? 
[Southest Bank Ltd. PO-2020] 

 a) Window Key b) Shift Key 

 c) Tab Key d) Home Key Ans: d 

26. 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 

27. The process of erasing a disk is called [Bangladesh 

Bank Officer General-2019] 

 a) Wiping  b) Formatting  

 c) Defragmenting  d) Rebooting  Ans: b 

28. In general, a window has ⎯ scrollbars. 
[Bangladesh Bank Officer General-2019] 

 a) 2 b) 3 

 c) 4 d) 5 Ans: a 

29. By default Footers are printed on- [Bangladesh 

Bank Officer General-2019] 

 a) first page  b) last page 

 c) all pages  d) even pages  Ans: c 

30. 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 

31. The process of removing unwanted part of an 

image is called-- [Bangladesh Bank Officer General-

2019] 

 a) Hiding  b) Cropping 

 c) Bordering  d) Cutting  Ans: b 

32. The space left between the margin and the 

beginning of a paragraph is called- [Bangladesh 

Bank Officer General-2019] 

 a) Gutter  b) Alignment  

 c) Merge  d) Indentation  Ans: d 

33. To drag a selected range of data to another 

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

 a) Shift key b) Ctrl key 

 c) Alt key d) Tab key Ans: b 
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34. Which is not a font style? [Janata Bank AE-2019] 

 a) Bold b) Superscript  

 c) Regular  d) Italic  Ans: b 

35. 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: c 

36. 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 

37. 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 

38. 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: c 

39. 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 

40. 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  

 c) Word fields  d) Merge fields  Ans: c 

41. 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 

42. In a PowerPoint presentation animation can be 

repeated how many times-[Sonali Bank Ltd. Officer 

FF-2019] 

 a) 2 to 5 b) 2 to 10 

 c) 1 to 5 d) 1 to 20 Ans: b 

43. 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 

44. 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: c 

45. Which can be used for quick access to 

commonly used commands and tools? [Janata 

Bank Ltd. AEO-2019] 

 a) Status bar b) Menu bar 

 c) Tool bar d) Title bar Ans: c 

46. 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) 8 and 72 Ans: d 

47. Ctrl + N is used to- [Janata Bank Ltd. AEO-2019] 

 a) Save Document  b) New Document  

 c) Open Document  d) Close Document  Ans: b 

48. ⎯ 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 

49. 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 

50. 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 

 c) module sheet d) chart sheet  Ans: b 

51. 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 

52. Which of the following cannot be toggled from 

View>>Toolbars?  [Janata Bank Ltd. AEO-2019] 

 a) Control Toolbox  b) Revisions  

 c) Reviewing  d) Slides  Ans: d 

53. 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 

54. 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 

55. What is the short cut key for line break? [Rupali 

Bank Ltd. SO-2019] 

 a) Shift + Enter  b) Space + Enter  

 c) Ctrl + Enter  d) Alt + Enter  Ans: a 
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56. 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 

57. 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 

58. 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 

59. 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 

60. 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) $ 

 c) @ d) # Ans: a 

61. 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: c 

62. ⎯ is a popular database management 

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

 a) MS-Access  b) MS-Outlook 

 c) MS-InfoPath  d) MS-Groove  Ans: a 

63. 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 

64. 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 

65. 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 

66. Background color or effects applied in a 

document is not visible in- [Probashi Kallyan Bank 

Ltd. EO Cash-2019] 

 a) Web Layout View  b) Print Layout View  

 c) Reading View  d) Print Preview  Ans: d 

67. 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 

68. 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 

69. Which of these toolbars allows changing of 

Fonts and their sizes? [Probashi Kallyan Bank Ltd. EO 

General-2019] 

 a) Standard  b) Print Preview  

 c) Formatting  d) None Ans: c 

70. 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  

 c) Document  d) Page Setup  Ans: b 

71. = SUM (B1 : B8) is an example of a- [Combined 4 

Bank Officer General-2019] 

 a) Function  b) Call address  

 c) Value  d) Formulas  Ans: d 

72. 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 

73. 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 

74. 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 

75. 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 

76. 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 d) Ctrl + T Ans: c 

77. Superscript, subscript, strike-through are 

known as- [Sonali Bank FF-2019] 

 a) font face b) font style 

 c) font former  d) font effects  Ans: d 
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78. 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: c 

79. 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 

80. 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  

 c) single-space  d) crop Ans: c 

81. 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] 

 a) ‘’ b) = 

 c) – d) ‘ Ans: b 

82. 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 

83. 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) C1 : 10H b) C1 : H10 

 c) C1 : H-10 d) C1: H : 10 Ans: b 

84. 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 

85. 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 

86. 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 

87. 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 

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

 a) Shift + Enter b) Space + Enter 

 c) Alt + Enter d) CTRL + Enter Ans: a 

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

 a) Rows and columns b) Layers and planes 

 c) Lines and spaces d) Height and width Ans: a 

90. A word 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 

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

 a) F2 b) F5 

 c) F7 d) F11 Ans: c 

92. 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 

93. 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 

94. 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 

95. By default, your document print in ⎯ made. 
 [3 Govt. Banks & FI (SO’18)] 

 a) Page setup b) Landscape 

 c) Portrait d) Print preview Ans: c 

96. 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 

97. 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: c 

98. 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 

99. 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 

100. 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 

effects in between a slide exits and another 

enters? [Combined 8 Bank (SO’ 19)] 

 a) Animation Objects 

 b) Slide Design 

 c) Animation Scheme 

 d) Slide Transition  Ans: d 

102. Which of the following font effect is no 

available in Power Point Font dialog box?
 [Combined 8 Bank (SO’ 19)] 

 a) Strikethrough b) Underline 

 c) Shadow d) Emboss Ans: a 

103. To open an existing workbook, click the Open 

button on the ⎯ toolbar? [Probashi Kallyan Bank 

Ltd. EO General-2019] 

 a) Form  b) Drawing  

 c) Standard  d) Formatting  Ans: c 

104. 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 

105. What is the default file extension for all Word 

documents? 

 a) WRD b) TXT 

 c) DOC d) FIL 

 e) None  Ans: c 

106. 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 

107. A saved document is referred to as a ⎯ . 

 a) file b) word 

 c) folder d) project 

 e) None  Ans: a 

108. To print a document, press ⎯ . 

 a) SHIFT + P b) CTRL + P 

 c) ALT + P d) ESC + P 

 e) None  Ans: b 

109. A program which helps to create written 

document and lets you go back and make 

corrections as necessary. 

 a) Home row Keys b) Tool bar 

 c) Folder d) Word Processor 

 e) None  Ans: d 

110. To make a number in cell C1 10% smaller than 

the number in C3 you enter 

 a) = C3*1.10 b) + C3*110 

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

111. You can use a function to combine text from 

two cells into one cell. But you can use an 

operator to do the same thing. Which operator 

is that? 

 a) & (ampersand) b) = (equal sign) 

 c) (space) d) All of these above 

 e) None  Ans: a 

112. Using the F11 shortcut key to create a chart-

on-chart sheet creates 

 a) A default chart 

 b) A 2-dimenstional column chart 

 c) A 2-dimensional bar chart 

 d) A 2-dimensional line chart Ans: b 

113. You can create hyperlinks from the Excel 

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 

114. 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 

115. 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 

116. We can replace a font on all slide with another 

font using the ⎯ option 

 a) Edit, Fonts 

 b) Tools, Fonts 

 c) Tools, Replace Fonts 

 d) Format, Replace Fonts Ans: d 

117. The red wave underline in MS-Word 

document indicates⎯ 

 a) Spelling errors b) Grammar errors 

 c) address block d) Printing errors Ans: d 

118. 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: b 
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119. ------ 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 

120. Find which is not a MS-Excel function- [Probashi 

Kallyan Bank Officer (General)- 2021] 

 a) LEN b) TRIM 

 c) MIN d) COUNTD Ans: d 

121. User developed instructions for Excel are 

called? [Bangladesh Bank AD- 2021] 

 a) Arrays b) Macros 

 c) Procedures d) Pivots Ans: b 

122. In a spreadsheet ⎯ can help you make sense of 

worksheet contents. [Sonali & Janata Bank Officer-IT-

2020] 

 a) value b) labels 

 c) formula d) macros  Ans: b 

123. 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 

124. 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: c 

125. 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 

126. 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 

127. 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) $ 

 c) @ d) # Ans: a 

128. 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 

129. ------ 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 

 c) Slide sorter d) Web view Ans: C 

130. 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 
131. Which of the following cannot be toggled from 

View>>Toolbars?  [Janata Bank Ltd. AEO-2019] 

 a) Control Toolbox  b) Revisions  
 c) Reviewing  d) Slides  Ans: d 
132. 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 
133. 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 
 c) Format Menu d) Tools Menu Ans: c 
134. What kind of package program is MS access? 

[Combined 5 Bank Officer Cash-2022] 
 a) Word processing  b) Programming  
 c) Database  d) Spreadsheet  Ans: c 
135. 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 
 c) MS-InfoPath  d) MS-Groove  Ans: a 
137. What will be the result of the formula Min (average 

(B1, B2), Product (B3:b4) where value of (B1= 20, 

B2 = 24, B3 = 15, B4= 20?  [Bangladesh Bank, mnKvix 

cwiPvjK-Õ23] 

 a)  20 b) 22 

 c) 300 d) None of them Ans: b 

138. In MS-Excel, Name? error occurs when-  [Bangladesh 

Bank, mnKvix cwiPvjK-Õ23] 

 a) Function name is wrong 
 b) Argument is wrong 
 c) Cell reference is invalid 

 d) All of them   Ans: d 
139. In MS Word, which of the following shortcut 

keys are used for aligning text to center? [‡mZz 

KZ…©c‡ÿi mnKvix cwiPvjK 2020] 

 a) Ctrl+E b) Ctrl+c  

 c) Ctrl+M d) Ctrl+J Ans: a 

140. In MS Power Point, which function key in the 

keyboard is used as a shortcut for starting 

slideshow? [‡mZz KZ…©c‡ÿi mnKvix cwiPvjK 2020] 

 a) F2 b) F3  

 c) F3 d) F5 Ans: d 
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141. In Windows operating system, which of the 
following shortcut keys are used for printing a 
word document? [‡mZz KZ…©c‡ÿi mnKvix cwiPvjK 2020] 

 a) Ctrl+P b) Shift +P  

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

142. Which is the application software? [ciivóª gš¿Yvj‡qi 

e¨w³MZKg©KZv© 2019] 

 a) Power point b) MS Word-98  

 c) LINUX d) MS-DOS Ans: a 

143. In MS word, which of the following shortcut 
keys are used for aligning text to center?  

[Bangladesh Bank, mnKvix cwiPvjK-Õ23] 

 a) Ctr + M b) Ctr + C 

 c) Ctrl + E d) None of them Ans: c 
144. Which command is used to search anything in 

MS-Word? [wmwKDwiwU wcÖw›Us †cÖm, mnKvix e¨e¯’vcK-Õ23] 

 a) Shift + Find b) Alt + F 

 c) Shift + F d) Ctrl + F Ans: d 

145. The computer command of ‘Ctrl + ALt + 

Delete’ is applied to-  [mgwš^Z 10wU e¨vsK I Avw_©K cÖwZôvb, 

Senior Officer-Õ23] 

 a) Copy text  

 b) Change a password  

 c) Copy and paste text 

  d) Shut down the computer  Ans: b 

146. The command to reboot a computer is- [evsjv‡`k 

e¨vsK (BB), Awdm (K¨vk)-Õ23] 

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

 c) Ctrl+Alt+Del d) Ctrl+Alt+Shift  Ans: c 

147. Short cut to save a file is- [evsjv‡`k e¨vsK (BB), Awdm 

(K¨vk)-Õ23] 

 a) Ctrl+s b) Alt+s 

 c) Ctrl+F1 d) Ctrl+F2 Ans: a 

 

 

 

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. A collection of related files is called ⎯ 

 a) Character b) Field 

 c) Data base d) Record 

 e) None of these  Ans: c 

5. When a file 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 

 c) Cell address d) Cell coordinates 

 e) Cell contents  Ans: c 

7. 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 
8. 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: c 
9. 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 
10. 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: c 
11. The PC productivity tool that manipulates data 

organized in rows and columns is called a ⎯ 

 a) Spreadsheet 
 b) Word processing document 
 c) Presentation mechanism 
 d) Database record manager 
 e) EDI creator  Ans: a 

? 
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12. 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  Ans: a 

13. 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 

14. 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 

15. Which option is correct to enter the charts in 

MS-Excel− 

 a) Formulas >> charts 

 b) Data >> charts 

 c) Insert menu >> charts 

 d) View >> charts  Ans: c 

16. A ⎯ is a collection of information saved as a 

unit. 

 a) folder b) file 

 c) path d) file extension 

 e) None of these  Ans: b 

17. 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 

18. 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 

19. What is the main folder on a storage device 

called? 

 a) Root directory b) Interface 

 c) Device driver d) Platform 

 e) Mian directory  Ans: a 

20. A file is often referred to as a (n) ⎯ 

 a) Wizard b) Document 

 c) Pane d) Device 

 e) Documentation  Ans: b 

21. Excel workbook is a collection of ⎯ 

 a) Chart b) Word book 
 c) Worksheet d) a and c 

 e) None of these  Ans: c 

22. 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 
23. Which of the following is not related to text 

formatting? 

 a) Line spacing b) Text spacing 
 c) Margin change d) Searching 

 e) None of these  Ans: d 

24. In a spreadsheet program the  ⎯ contains 

related worksheets and documents. 

 a) Workbook b) Column 

 c) Call d) Formula 
 e) None of these  Ans: a 

25. Which one of the following software applications 

would be the most appropriate for performing 

numerical and statistical calculations? 

 a) Data base b) document processor 
 c) Graphics Package d) Spreadsheet 

 e) None of these  Ans: d 

26. To correct the spelling in MS-Word we use ⎯ 

 a) Spellpro b) Spellcheck 
 c) Outlook Express d) All of these 

 e) None of these  Ans: b 

27. 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 

28. 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 
29. What is a default file extension for all word 

documents? 

 a) TXT b) WRD 

 c) FIL d) DOCX 
 e) None of these  Ans: d 

30. 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. A directory within a directory is called ⎯ 

 a) Mini directory b) Junior directory 

 c) Part directory d) Sub directory 

 e) None of these  Ans: d 

32. For opening and closing of a file in excel, you 

can use which bar? 

 a) Formatting b) Standard 

 c) Title d) Formatting or Title 

 e) None of these  Ans: b 

33. You click at B to make the text ⎯ 

 a) Italics b) Italics and under lined 

 c) Underlined d) Bold 

 e) None of these  Ans: d 

34. For creating a document, you use ⎯ command 

at file menu. 

 a) Open b) Close 

 c) New d) Save 

 e) None of these  Ans: c 

35. You can start Microsoft word by using ⎯ button. 

 a) New b) Start 

 c) Program d) control panel 

 e) None of these  Ans: b 

36. In excel, charts are created using which option? 

 a) Chart wizard b) Pivot table 

 c) Pic chart d) Bar chart 

 e) None of these  Ans: a 

37. 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. 

 c) 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 

38. 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 

39. 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 

40. Which keyboard shortcut bolds selected text? 

 a) Ctrl + B b) Alt + B 

 c) File/format/bold d) These all 

 e) None of these  Ans: a 

41. A collection of related information sorted and 

dealt with as a unit is a 

 a) Disk b) Data 

 c) File d) Floppy 

 e) None of these  Ans: c 

42. MS-Word is an example of − 

 a) An operating system 

 b) A processing device 

 c) Application software 

 d) An input device 

 e) None of these  Ans: c 

43. 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 

44. Which application is commonly used to prepare 

a presentation/ slide show? 

 a) Photoshop b) Power point 

 c) Outlook Express d) Internet explorer 

 e) None of these  Ans: b 

45. The quickest and easiest way in word, to locate 

a particular word or phrase in a document is to 

use the command. 

 a) Replace b) Find 

 c) Lookup d) Search 

 e) None of these  Ans: b 

46. 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: c 

47. What are bas, doc and html examples of? 

 a) Data bases b) extensions 

 c) Domains d) Protocols 

 e) None of these  Ans: b 

48. A ⎯ is a unique name that you give to a file of 

information. 

 a) Device letter b) Folder 

 c) File name d) File name extension 

 e) None of these  Ans: c 

49. Editing document consists of reading through 

the document you’ve created, then⎯ 

 a) Correcting your errors 

 b) Printing it 

 c) saving it d) Defeating it 

 e) None of these  Ans: c 

50. In a database, ⎯ fields store numbers used 

perform calculation. 

 a) Next b) Key 

 c) Alphanumeric  d) numeric 

 e) None of these  Ans: d 
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51. 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 

52. The main directory of a file is called the ⎯  

 a) Root b) Sub 
 c) Folder d) Network 
 e) None of these  Ans: a 
53. 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: c 
54. 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 

55. An ⎯ is created by an application. 

 a) Executable file  b) Software program 
 c) Document d) Operating System 
 e) None of these  Ans: c 

56. Meaningful filename helps in easy file ⎯ 

 a) Storing b) Accessing 
 c) Identification d) Printing 
 e) None of these  Ans: c 
57. A program that enables you to perform 

calculations involving rows and columns of 

number is called a⎯ 

 a) Spreadsheet program 
 b) Word processor 
 c) Graphics package d) Window 
 e) None of these  Ans: a 

58. To ⎯ a document means to make changes to its 

existing content. 
 a) Format b) Save 
 c) Edit d) Print 
 e) None of these  Ans: c 
59. Periodically adding, changing and deleting file 

records is called file ⎯ 

 a) Updating b) Upgrading 
 c) Restructuring d) Renewing 
 e) None of these  Ans: a 

60. When computer users ⎯ a document, they 

change its appearance. 
 a) Edit b) Create 
 c) Save d) Format 
 e) None of these  Ans: a 

61. 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 

 c) 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  Ans: a 

62. Saving the process of ⎯ 

 a) copying a document from memory to a storage 

medium 

 b) making changes to a documents existing content 

 c) changing the appearance, or overall look, of a 

document 

 d) developing a document by entering text using a 

keyboard 

 e) None of these  Ans: a 

63. What menu is selected to print? 

 a) File b) Tools 

 c) Special d) Edit 

 e) None of these  Ans: a 

64. A saved document is referred to as a ⎯  

 a) File b) Word 

 c) Folder d) Project 

 e) None of these  Ans: a 

65. 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 

66. 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: c 

67. The different styles of lettering in a word 

processing program ⎯ 

 a) Font b) Calligraphy 

 c) Writing d) Manuscript 

 e) None of these  Ans: a 

68. To change written work already done ⎯ 

 a) File b) Edit 

 c) Cut d) Close 

 e) None of these  Ans: b 

69. To exit the program without leaving the 

application⎯ 

 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 

on into the hard write, or onto a disk ⎯ 

 a) View b) Hold 

 c) Save d) go 

 e) None of these  Ans: c 

71. 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 

72. What menu is selected to save or save as? 

 a) Tools b) File 

 c) Format d) Edit 

 e) None of these  Ans: b 

73. 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 

74. A (n) ⎯ in text that you want printed at the 

bottom of the page. 

 a) Header b) Endnote 

 c) Footnote d) Footer 

 e) None of these  Ans: d 

75. What menu is selected to change font and style? 

 a) Tools b) File 

 c) Format d) Edit 

 e) None of these  Ans: c 

76. By default, your documents print in ⎯ mode. 

 a) landscape b) Portrait 

 c) Page Setup d) Print view 

 e) None of these  Ans: b 

77. Which type of file is created by word processing 

programs? 

 a) database file b) storage file 

 c) worksheet file d) document file 

 e) graphical file  Ans: d 

78. Data (information) is stored in computer as ⎯ 

 a) files b) directories 

 c) floppies d) matter 

 e) graphical file  Ans: a 

79. The name a user assigns to a document is called 

a (n) ⎯ 

 a) filename b) program 

 c) record d) data 

 e) None of these  Ans: a 

80. 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 

81. The ⎯ feature in Word automatically corrects 

certain spelling, typing, capitalization, or 

grammar errors. 

 a) Auto Fix b) Auto Spell 

 c) AutoMark d) AutoCorrect 

 e) None of these  Ans: d 

82. You organize files by storing them in ⎯ 

 a) archives b) folders 

 c) indexes d) lists 

 e) None of these  Ans: b 

83. 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 

 c) You need to use Excel 

 d) Press the space bar until your cursor reaches the 

desired place 

 e) None of these  Ans: b 

84. 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 

 e) None of these  Ans: b 

85. 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) is a verb 

 e) None of these  Ans: b 

86. 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 

 c) Formatting text d) Proofing document 

 e) None of these  Ans: c 

87. The process of arranging data in logical 

sequence is called 

 a) Summarizing b) Sorting 

 c) Classifying d) Reproducing Ans: b 

88. Numbers and formula entered in a cell are 

called ⎯ 

 a) labels b) numeric entries 

 c) intersection d) text 

 e) fillers  Ans: b 
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1. Kw¤úDUv‡i wnmve-wbKvk Kivi Dc‡hvMx mdUIq¨vi †KvbwU?  

[mvaviY exgv K‡c©v‡ikb, D”Pgvb mnKvix-Õ23; cvm©‡cvU© Bwg‡MÖkb mnKvix cwiPvjK 

Õ06; Standard Bank-‘16] 

 a) A‡Uv KvW© b) GgGm IqvW© 

 c) GgGm G‡·j d) GgGm cvIqvi c‡q›U Ans: c 

2. g‡b Kiæb, Avcwb GKRb wnmve iÿY Kg©KZ©v| Awd‡mi mevi †eZb I 

Ab¨vb¨ myweav cÖvwßi wnmve ivLv Avcbvi KvR| G Kv‡R wb‡Pi †Kvb 

†cÖvMÖvgwU me‡P‡q mnvqK n‡Z cv‡i? [ev. A. †bŠ. a) (Awdm mnKvix Kvg 

Kw¤úDUvi gy`ªvÿwiK) Õ22] 

 a) gvB‡µvmdU IqvW© b) gvB‡µvmdU cvIqvi c‡q›U 

 c) gvB‡µvmdU G‡·j d) ¸Mj WªvBf Ans: c 

3. GKwU †¯úªWwk‡Ui A1, B1, C1 Ges D1 Gi †WUv¸‡jvi †hvMdj †ei 

Kivi Rb¨ m~Î †KvbwU? [ev. A. †bŠ. a) (Awdm mnKvix Kvg Kw¤úDUvi gy ª̀vÿwiK) Õ22] 

 a) = sum (A1 + D1) b) = sum (A1 : D1) 

 c) = sum (A1 – D1) d) = sum (A1, B1, C1, D1) A: b 
4. G‡·j C9C10C11 I C12 †mj 4wUi msL¨v¸‡jv‡K †hvM Kivi digyjv 

Kx? [ev. c. we. †ev. (Kw¤úDUvi gy`ªvÿwiK Kvg-Awdm mnKvix) Õ23] 

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

 c) SUM (C9 + C12) d) SUM = (C9 + C12)  Ans: b 
5. GKwU †¯úªWwkU IqvK©wk‡Ui wMÖW “E10” w`‡q Kx eySv‡bv n‡q‡Q? [ev. 

A. †bŠ. a) (Awdm mnKvix Kvg Kw¤úDUvi gy`ªvÿwiK) Õ22] 

 a) ‘E’ Kjvg Gi 10 b¤^i †iv †Z Ae¯’vbKvjxb †mj 

 b) ‘E’ †iv-Gi 10 b¤^i Kjvg-G Ae¯’vbKvjxb †mj 

 c) ‘E’ Kjvg Gi 10 b¤^i †mj 

 d) ‘E’ †iv-Gi 10 b¤^i Kjvg Ans: a 

6. †Kvb welq `k©K‡`i mvg‡b Dc¯’vc‡bi Rb¨ e¨envi Kiv nq? [ev. c. we. 

†ev. (Kw¤úDUvi gy ª̀vÿwiK Kvg-Awdm mnKvix) Õ23] 

 a) MS word b) Excel 

 c) Power Point d) Outlook Ans: c 

7. mgm¨v mgvav‡bi Rb¨ we‡kl Abyµ‡g mvRv‡bv Kw¤úDUvi wb‡ ©̀k‡K ejv 

nqÑ [†iwRóvW© †emiKvwi cÖv_wgK wkÿK wb‡qvM-16] 

 a) cÖwµqvKiY b) †cÖvMÖvg 

 c) wbqš¿Y d) ¯§„wZ Ans: b 

8. mdUIq¨v‡i Acv‡iwUs wm‡÷g‡K Kx ejv nq? [AvBb, wePvi I msm`welqK 

gš¿Yvj‡qi mnKvix mwPe (WªvdwUs) 2005] 

 a) Gwcø‡Kkb †cÖvMÖvg b) †jvUvm  

 c) dvBj †gKvi d) wm‡÷g mdUIq¨vi Ans: d 

9. wb‡Pi †KvbwU Image dvB‡ji extenstion wn‡m‡e e¨eüZ 

nq? [wewUwmGj (Rywbqi A¨vwm÷¨v›U g¨v‡bRvi) Õ22] 

 a) .docx b) .xls 

 c) .jpg d) †Kv‡bvwUB bq Ans: c 
10. bw_ wcÖ›U nIqvi wjM¨vj Ackb? [ev. A. †bŠ. a) (Awdm mnKvix Kvg 

Kw¤úDUvi gy`ªvÿwiK) Õ22] 

 a) j¨vÛ‡¯‹c †gvW b) †cv‡U©U †gvW 

 c) †cBR †mUAvc †gvW d) wcÖ›U wfD †gvW Ans: d 

11. Insert Table G by default KZwU Column Ges Row 

_v‡K? [ev. c. we. †ev. (Kw¤úDUvi gy`ªvÿwiK Kvg-Awdm mnKvix) Õ23] 

 a) 5 column 2 row b) 5 column 5 row 

 c) 3 column 5 row d) 5 column 3 row  Ans: a 
12. †Kvb †gby‡Z Header I Footer cvIqv hvq? [ev. c. we. †ev. 

(Kw¤úDUvi gy`ªvÿwiK Kvg-Awdm mnKvix) Õ23] 

 a) File b) Insert 

 c) View d) †Kv‡bvwUB bq Ans: b 

13. MS Word-G †Kvb †gby‡Z wcÖ›U KgvÛ _v‡K? [a) †R. wW. dv. 

(Rywbqi AwWUi) Õ19; ev. K…. D. a) (mnKvix cÖkvmwbK Kg©KZ©v) Õ17] 

 A_ev, †Kvb †gby‡Z wcÖ›U KgvÛ _v‡K? [ev. c. we. †ev. (Kw¤úDUvi 

gy`ªvÿwiK Kvg-Awdm mnKvix) Õ23] 

 a) File b) Format 

 c) Insert d) Edit 

 O. †Kv‡bvwUB bq  Ans: a 
14. GKwU dvBj †Kv‡bv Drive G save Kivi Rb¨ e¨eüZ nqÑ [ev. 

c. we. †ev. (Kw¤úDUvi gy`ªvÿwiK Kvg-Awdm mnKvix) Õ23] 

 a) Save b) Save as 

 c) Close d) †Kv‡bvwUB bq Ans: b 
15. Kw¤úDUv‡i UvBc Kivi mgq †Kvb †jLv gy‡Q †M‡j Zv †Kvb evUb 

†P‡c cybivq Avbv hvq? [ev. c. we. †ev. (Kw¤úDUvi gy`ªvÿwiK Kvg-Awdm 

mnKvix) Õ23] 

 a) Shift + A b) Shift + C 

 c) Ctrl + Z d) Alt + Z Ans: c 
16. †Kvb wKQz †LuvRvi Rb¨ Find optionwU †Kvb evUb †P‡c Avbv 

hvq? [ev. c. we. †ev. (Kw¤úDUvi gy`ªvÿwiK Kvg-Awdm mnKvix) Õ23] 

 a) Ctrl + O b) Ctrl + F 

 c) Ctrl + Z d) Ctrl + S Ans: b 
17. †Kv‡bv WKz‡g‡›Ui †k‡l hvIqvi KgvÛ †KvbwU? [ev. A. †bŠ. a) (Awdm 

mnKvix Kvg Kw¤úDUvi gy`ªvÿwiK) Õ22] 

 a) Shift + End b) Control + End 

 c) Caps Lock + End d) Enter + End Ans: b 
18. †jLv †evì Ki‡Z Kx KgvÛ e¨eüZ nq? [ev. A. †bŠ. a) (Awdm mnKvix 

Kvg Kw¤úDUvi gy`ªvÿwiK) Õ22] 

 a) Control + I b) Control + V 

 c) Control + B d) Control + D Ans: c 
19. MS Word-G F8 Kx wZbevi Pvcv n‡j wK nq? [a) †R. wW. dv. 

(Rywbqi AwWUi (GjwWG Kvg-UvBwc÷)) Õ22] 

 a) cy‡iv †cBR wm‡j± nq b) GKwU evK¨ wm‡j± nq 

 c) GKwU kã wm‡j± nq d) GKwU c¨vivMÖvd wm‡j± nqA: d 
20. MS Word G †Kvb †gby‡Z wcÖ›U KgvÛ _v‡K? [K‡›Uªvjvi †Rbv‡ij 

wW‡dÝ dvBb¨vÝ (CGFC)-Gi Kvh©vj‡qi  Aaxb AwWUi 2019] 

 a) File b) Format 

 c) Insert d) Edit Ans: a 
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21. GgGm Iqv‡W© wb‡Pi †Kvb kU©KvU Kx Pvc‡j jvBb¸‡jv gv‡S 

hv‡e? [EXIM Bank Ltd. Officer: 14; ciivóª gš¿Yvj‡qi e¨w³MZ 

Kg©KZ©v- 16] 

 a) Ctrl + E b) Ctrl + C  

 c) Ctrl + M d) Ctrl + J Ans: a 

22. gvB‡µvmdU Iqv‡W© Ctrl + home. [we ỳ¨r Dbœqb †evW©, wb¤œgvb 

wnmve mnKvix-Õ23] 

 a) eZ©gvb c„ôvi ïiæ‡Z b) c~e©eZx© c„ôvi ïiæ‡Z 

 c) c~e©eZ©x jvB‡b d) WKz‡g‡›Ui ïiæ‡Z Ans: d 

23. MS PowerPoint  -G MÖvd Ges PvU© ˆZwi Kivi Ackb wb‡Pi 

†Kvb U¨ve G cvIqv hvq? [K‡›Uªvjvi †Rbv‡ij wW‡dÝ dvBb¨vÝ(CGFC)-

Gi Kvh©vj‡qi  Aaxb AwWUi 2019] 

 a) Insert b) Review 

 c) Design d) Data Ans: a 

24. MS Excel G = Sum (C12:C19) ‡jLv n‡jv| GLv‡b 

Sum Kx? [evsjv‡`k cvwb Dbœqb †evW© (BWDP)Gi WvUv Gw›U 

Acv‡iUi2019] 

 a) `Summation b) Formula  

 c) Function d) Addition Ans: c 
 

 

 

 

 

1. Microsoft Office is an example of a- 

 a. Closed source software 

 b. Open source software 

 c. Horizontal market software 

 d. vertical market software 

2. Which of the following is used to select whole 

document? 

 a) Ctrl + C b) Ctrl + X 

 c) Ctrl + A d) Ctrl + W 

3. In MS-Word, Bullets and Numbering are in the 

tab- 

 a) Insert b) View 

 c) Home d) Design 

4. Which file starts MS Word? 

 a) word.exe b) msword.exe 

 c) word 2003.exe d) winword.exe 

5. 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 

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

 a) Name b) Label 

 c) String d) Address 

7. Which of the following is spreadsheet 

program? 

 a) MS-Word  b) MS-PowerPoint  

 c) MS-Excel  d) MS-Access  

8. In MS-PowerPoint, the slide sorter view 

displays slides in- 

 a) thumbnail form b) large icon form 

 c) list form d) detail form 

9. In MS PowerPoint, Which function key in the 

keyboard is used as a shortcut for starting 

slideshow? 

 a) F2 b) F3 

 c) F5 d) F4 

10. -------- is a popular database management 

software’s? 

 a) MS-Access  b) MS-Outlook 

 c) MS-InfoPath  d) MS-Groove  
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