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1. When applying a theme, what aspect of the presentation is
typically changed?

A. Text size
B. Color scheme and fonts
C. Slide numbers

D. Image placement

2. What method is used to change column width in a layout
view?

A. Drag and resize

B. Select Column and adjust

C. Right-click and format

D. Use the Property Sheet dialog

3. What feature in Word helps ensure consistent use of
styles?

A. Formatting toolbar
B. Styles gallery

C. Paragraph editor
D. Text box tool

4. What shortcut can be used to apply bold formatting to
selected text in Word?

A.Ctrl +1
B.Ctrl + B
C. Shift + B
D.Alt + B

5. Which of these Excel functions helps to find the average
across a specific range?

A. AVERAGE
B. SUM

C. COUNT
D. MIN
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6. How do you format text as bold in Word?
A. Highlight the text and use the shortcut Cirl + B
B. Double-click the text
C. Highlight the text and click the format tab
D. Right-click and select "Bold"

7. What is the purpose of conditional formatting in Excel?
A. To create formulas

B. To change the appearance of cells based on specific
conditions

C. To delete rows from a spreadsheet
D. To add images to a worksheet

8. What is the primary function of the "Merge Cells" feature
in Excel?

A. To change the cell color
B. To combine multiple cells into a single cell

C. To split a single cell into multiple cells
D. To format text in the cell

9. What is the purpose of using headers and footers in Word?
A. To insert images on every page
B. To provide space for titles and page numbers
C. To enhance document formatting
D. To create sections in the document

10. Which among the following functions provides the total
count of all types of entries in a specified range?
A. CountIf

B. Count
C. CountA
D. Sum
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1. When applying a theme, what aspect of the presentation is
typically changed?

A. Text size
B. Color scheme and fonts

C. Slide numbers
D. Image placement

When applying a theme to a presentation, the primary aspects that are modified are the
color scheme and fonts. Themes are designed to create a cohesive and visually appealing
look throughout the entire presentation. By changing the color scheme, a theme can set
the tone or mood of the presentation, affecting how the audience perceives the
information being presented. Similarly, fonts are adjusted to maintain consistency in
style and readability across all slides, ensuring that the presentation is polished and
professional. While text size, slide numbers, and image placement can vary based on the
content of the presentation, they are not inherently altered when a theme is applied. Text
size may remain the same or be adjusted for specific slides, slide numbers are often
added independently of the theme, and image placement is determined by the presenter
based on individual design preferences rather than the theme itself. Therefore, the
modification of the color scheme and fonts is the fundamental change that occurs with
the application of a theme in a presentation.

2. What method is used to change column width in a layout
view?

A. Drag and resize

B. Select Column and adjust
C. Right-click and format
D. Use the Property Sheet dialog

Dragging and resizing is the standard method for changing the width of columns in a
layout view. This intuitive action allows users to directly manipulate the width of a
column by positioning the mouse cursor on the edge of the column header until it
changes to a resizing icon, and then clicking and dragging to the desired width. This
method provides immediate visual feedback, making it easy for users to achieve the
desired layout quickly. The other options, while potentially applicable in different
contexts, do not offer the same straightforward and immediate approach for resizing
columns in a layout view. Selecting a column to adjust typically involves more steps and
does not allow for the same level of precision as the drag-and-resize method.
Right-clicking to format may involve opening additional dialog boxes or menus, making it
less efficient for simple resizing tasks. Using the Property Sheet dialog is usually
reserved for more detailed adjustments and settings rather than quick adjustments to
column width. Thus, dragging and resizing stands out as the most effective method for
this purpose.
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3. What feature in Word helps ensure consistent use of
styles?

A. Formatting toolbar
B. Styles gallery

C. Paragraph editor
D. Text box tool

The feature in Word that helps ensure consistent use of styles is the Styles gallery. The
Styles gallery provides users with a collection of predefined styles that can be applied to
text, making it easy to maintain uniform formatting throughout a document. By using the
Styles gallery, users can quickly apply specific characteristics like font type, size, color,
and paragraph spacing to headings, subheadings, and body text. This not only
streamlines the styling process but also enhances the overall coherence and
professionalism of the document. Utilizing the Styles gallery also facilitates
modifications; if a particular style is changed, all text using that style will update
automatically, ensuring consistency without the need to manually adjust each instance.
This is particularly useful in longer documents, where maintaining consistent formatting
can be challenging. While the formatting toolbar offers tools for users to manually apply
styles, it lacks the structured consistency provided by the Styles gallery. The paragraph
editor and text box tool do not specifically focus on style consistency, as one is intended
for detailed paragraph formatting and the other is for placing text within boxed areas,
respectively.

4. What shortcut can be used to apply bold formatting to
selected text in Word?

A.Ctrl +1
B.Ctrl + B
C. Shift + B
D. Alt + B

The shortcut that can be used to apply bold formatting to selected text in Word is Ctrl +
B. This keyboard combination is a widely recognized command across various word
processing software for toggling bold formatting on and off. When you select any text and
press Ctrl + B, the font weight of that text changes to bold, making it stand out from the
rest of the text. Using shortcuts like this helps increase productivity, allowing users to
format their documents quickly without needing to navigate through menus. The other
keyboard combinations listed do not serve this specific function. For instance, Ctrl + I is
used for italic formatting, while Shift + B and Alt + B do not correspond to any standard
text formatting action in Word.
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5. Which of these Excel functions helps to find the average
across a specific range?

A. AVERAGE
B. SUM

C. COUNT
D. MIN

The AVERAGE function in Excel is specifically designed to calculate the mean of a set of
numbers within a defined range. When using this function, you can input a range of cells,
and Excel will add up all the values in that range and then divide that sum by the count
of numbers to yield the average. This function is particularly useful for analyzing data
sets where determining the mean value is important, such as in financial reports,
academic scores, or any quantitative analysis. In contrast, other functions like SUM add
up values, COUNT tallies the number of entries, and MIN identifies the smallest value,
but they do not compute the average. Each of these functions serves distinct purposes,
with AVERAGE being explicitly focused on finding the central tendency of a data set.

6. How do you format text as bold in Word?

A. Highlight the text and use the shortcut Ctrl + B
B. Double-click the text

C. Highlight the text and click the format tab

D. Right-click and select "Bold"

Formatting text as bold in Word can be accomplished quickly by using the keyboard
shortcut Ctrl + B. This shortcut is widely recognized and allows for an efficient way to
apply bold formatting without navigating through menus. When the text is highlighted
and this shortcut is pressed, the selected text instantly changes to bold, making it a
preferred method for many users who want to enhance their document's readability or
emphasize certain parts of the text. Other methods, such as double-clicking the text or
accessing formatting through a right-click menu, may not directly perform the same
function without additional steps or options. Similarly, while there are formatting tabs
that allow for various changes to text appearance, using the shortcut provides a

streamlined approach that saves time and enhances user efficiency while working in
Word.
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7. What is the purpose of conditional formatting in Excel?
A. To create formulas

B. To change the appearance of cells based on specific
conditions

C. To delete rows from a spreadsheet
D. To add images to a worksheet

Conditional formatting in Excel is a powerful feature that allows users to change the
appearance of cells based on specific conditions or criteria. This capability enhances data
visualization by allowing important information to stand out, thereby making it easier for
users to interpret and analyze data quickly. For instance, conditional formatting can be
used to highlight cells that meet certain conditions, such as values greater than or less
than a specified number, cells that contain specific text, or duplicate values. By applying
different formatting styles—such as font color, cell color, or data bars—users can create a
more informative and visually appealing spreadsheet. This functionality serves to draw
attention to trends, patterns, or exceptions in the data, ultimately aiding in
decision-making processes. The other options do not align with the core purpose of
conditional formatting: creating formulas relates to calculations within cells; deleting
rows pertains to modifying the structure of the spreadsheet; and adding images is about
incorporating visual elements rather than formatting data based on conditions.

8. What is the primary function of the "Merge Cells" feature
in Excel?

A. To change the cell color

B. To combine multiple cells into a single cell
C. To split a single cell into multiple cells
D. To format text in the cell

The primary function of the "Merge Cells" feature in Excel is to combine multiple cells
into a single cell. This capability allows users to create a larger cell that spans across
several horizontal or vertical cells in a spreadsheet. Merging cells is often used for
formatting purposes, such as creating a centered title across a table or organizing data
in a more visually appealing manner. When cells are merged, the content of the
upper-left cell is preserved while the content of the other cells is deleted. This makes it a
useful tool for enhancing the structure and clarity of data presentations. In contrast,
options that involve changing cell color, splitting cells, or formatting text relate to
different functionalities within Excel that serve distinct purposes unrelated to merging
cells.
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9. What is the purpose of using headers and footers in Word?
A. To insert images on every page

B. To provide space for titles and page numbers
C. To enhance document formatting

D. To create sections in the document

Using headers and footers in Word primarily serves to provide a consistent space for
important information such as titles, page numbers, dates, and author names across all
pages of a document. This allows readers to easily reference the document's context
without having to navigate back to the first page. Headers appear at the top of every
page, while footers are located at the bottom. This arrangement improves the
organization and professionalism of the document, ensuring that key details are always
visible. Although inserting images, enhancing overall document formatting, and creating
sections may utilize headers and footers in varying capacities, the fundamental purpose
relates specifically to providing these critical pieces of information that aid in navigation
and identification within the document.

10. Which among the following functions provides the total
count of all types of entries in a specified range?

A. CountIf
B. Count
C. CountA
D. Sum

The function that provides the total count of all types of entries in a specified range is
CountA. This function counts all non-empty cells in a range, including numbers, text,
logical values, error values, and any other type of non-empty entry. Therefore, if you want
to tally every cell that contains data, regardless of the data type, CountA is the
appropriate choice. In contrast, Count is specifically designed to count only the cells
that contain numeric entries. CountIf applies a condition and counts only those cells
meeting certain criteria, while Sum is used to add together the numeric values in a range

but does not count entries at all. Thus, for the purpose of counting all non-empty entries,
CountA is the most suitable function.
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