O Level

(M1-R5) Information Technology Tools & Network Basic
Chapter: Spreadsheet Application (MS Excel / LibreOffice Calc) | Total Questions: 25

Practice Edition: Comprehensive bilingual question bank with verified answers and explanations.

What is a workbook?
A) A single spreadsheet sheet B) A collection of spreadsheet sheets
C) Only a chart D) A row group
f&dr srgame
THIFH FATR ?
A) T T SrsviE e B) Sreiie e & 0F Se
C) Ha TH A1e D) U dfeq a95

Correct Answer: Option B — A collection of spreadsheet sheets (FISSIE I &l Td TI7)

Explanation (English):
Each Excel file is a workbook containing sheets.

P s (F&Eh):
T Excel WSl UF aga & (HH e &IAT & |

What is the default alignment for numbers in a cell?
A) Left B) Right
C) Center D) Justify
& erqame
A & H&ATA & [0 fSWhiee S #3182
A)aTd B) a0
C) &z D) STEEHrE

Correct Answer: Option B — Right (3T0)

Explanation (English):
Numbers are right-aligned by default.

P =T (FEEn):
HATE fethiee €7 & a0 - s & |
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Which software is commonly used for spreadsheets?

A) MS Word B) MS Excel
C) MS PowerPoint D) MS Access
f&dr srqam=
EIved & (AT A I (i AFeaa? &7 ITFNT (FaT Aar 8?2
A) MS Word B) MS Excel
C) MS PowerPoint D) MS Access

Correct Answer: Option B — MS Excel

Explanation (English):
MS Excel is commonly used for spreadsheets.

P s (F&<):
MS Excel &T ITINT AT I SISHIEH & (T fFam S[rar &1

4
Which of the following is a logical function?
A) SUM B) AVERAGE
C) AND D) COUNT
T srqame
frefafaa & & i |91 U Ao wao= & 2
A) SUM B) AVERAGE
C) AND D) COUNT

Correct Answer: Option C — AND

Explanation (English):
AND is a logical function that returns TRUE if all its arguments are TRUE, and FALSE otherwise.

P s (F&S):
AND U SA{fofeher Hg9= & ST TRUE @ teTar § If 386 &1 a6 TRUE &, 317 FALSE 37773 |
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Which function converts text to upper case?

A) UPPER() B) CAPS()
C) UCASE() D) CASEUP()
fet srqame
FIT AT T ZHE dT AN FF F qeeqqr 8 2
A) UPPER() B) CAPS()
C) UCASE() D) CASEUP()

Correct Answer: Option A — UPPER()

Explanation (English):
UPPER() converts text to uppercase.

e (f&dh):
UPPER() T2 & 3T § g2eAaT & |
Q6
Which function would you use to calculate a loan payment?
A)FV() B) PV()
C) PMT() D) RATE()
f&ET e
ST MITATT &l VT FE & (AT AT R HFwT= &l STIRT FAT 2
A) FV() B) PV()
C) PMT() D) RATE()

Correct Answer: Option C — PMT()

Explanation (English):
The PMT function is used to calculate the periodic payment for a loan with a fixed interest rate and constant payments.

P =z (&)
PMT He9I=T &l ITANT [ATv=d ATt &% 37Y e ara ater 00 & (AT safue Jaram &6 AT &0 & (o ffar Smar &
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What is the shortcut to insert current date?

A) Ctrl +; B) Ctrl +:
C) Ctrl + Shift + D D) Ctrl+ T
f&dr srgame
TAHTT [GTieh STAT &7 ATche FATE ?
A) Ctrl +; B) Ctrl +:
C) Ctrl + Shift + D D) Cul+T

Correct Answer: Option A — Ctrl +;

Explanation (English):
Ctrl+; inserts current date.

P =T (FEY):
Ctrl+; FTAH feai sTear 71

Q8
Which is NOT a valid Excel function?
A) SUM() B) SPLIT()
C) AVERAGE() D) COUNT()
&S ergame
FIT |T &9 Excel e T81 & ?
A) SUM() B) SPLIT()
C) AVERAGE() D) COUNT()

Correct Answer: Option B — SPLIT()

Explanation (English):
SPLIT() is not a valid Excel function.

=TT (FEE):
SPLIT() U 3 Excel Hasr T&T & |
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In Excel what is a Range?

A) One cell B) More than one cell (e.g. A1:C10)
C) Only a row D) Only a formula
f&dr srgame
Excel  ¥<T #4T %‘ ?
A) UH AT B) U& & AT HeT (34, A1:C10)
C) Fael U et D) FaeT U

Correct Answer: Option B — More than one cell (e.g. A1:C10) (T& & =19 & (I, A1:C10))

Explanation (English):
A range is more than one cell.

P s (F&<):
o U o e AT

Q10
Which function is used to remove extra spaces from a text string leaving only single spaces between words?

A) CLEAN() B) TRIM()
C) SPACE() D) CROP()

&S ergame

fore hewr &7 ST Teee e & erfafie e & gemr & foo fa Srar ), e wrsst & i Faer uaet R
T 78 ST & 2

A) CLEAN() B) TRIM()
C) SPACE() D) CROP()

Correct Answer: Option B — TRIM()

Explanation (English):

The TRIM function removes all spaces from a text string except for single spaces between words.
STt (f&€):

TRIM %9 Zaee (a1 § weat & q19 Udhet ad I &7 SISy 94T Rad S geraare |
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Q11

Which symbol is used to specify an absolute cell reference in a formula?

A) # B) $

0 @ D) &

f&dr srqam=

T H UHATTIE 8o ThiH IS F & (0 e Tefid T STFRT foam ST 7 2
A)# B) $
C) @ D) &

Correct Answer: Option B — $

Explanation (English):
The dollar sign ($) is used to create an absolute reference (e.g., $AS$1).

B =g (f&d):
ST faes ($) FT ITNT TeHTE TR (I, $AS1) a1 & fow famar srar &

Q12
Which cell address refers to the intersection of column H and row 5?
A) H5 B) 5H
C) H:5 D) 5:H
f&dr srqare
FIT \T A TaT A H 27 Ufe 5 F Afa=saT & gaiyd #ara 2
A) HS B) 5SH
C) H:5 D) 5:H

Correct Answer: Option A — H5

Explanation (English):
Cell address is column letter followed by row number.

P =T (FE):
T AT Fi T & & a8 Uied GeAT BT g |
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Q13

Which function returns the remainder after division?

A) REM() B) MOD()
C) ROUND() D) QUOT()
& s
FIT AT eI FT & 978 IYHeT A lerEar 8 2
A) REM() B) MOD()
C) ROUND() D) QUOT()

Correct Answer: Option B— MOD()

Explanation (English):
MOD() returns remainder after division.

P s (F&<):
MOD() fenT=T & 978 IY%et AT & |

Q14
What is the primary purpose of a spreadsheet?

A) Writing documents B) Creating presentations

C) Organizing analyzing and storing data in tabular form D) Sending emails
& srgare
TISYE &1 YT 89 #4978 ?
A) TS foa=T B) SSi< o T
C) ONIE g €7 F T<T ey, [avayor S Sugig T D) e yaieT

Correct Answer: Option C — Organizing analyzing and storing data in tabular form (ATEUNEg 7 H ST A&, faveryor

AT GUET HIET)

Explanation (English):
Spreadsheets organize, analyze, and store data.

P =T (FEE):
TISWeH 2T AT, [T 3fiT §Usia #ar & |
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Q15
What is the use of '"Merge and Center''?

A) Merges cells and centers content B) Adds currency
C) Splits worksheet D) Moves content
f&dr srqam=
I U HeT" & #T JTAnT 8 2"
A) T T JT HYAT & 2N UL T hfed fedr s B) HaT STSaT &
C) FH3Ne &7 fanmfaea #var & D) FTHYUT T ST vdT &

Correct Answer: Option A — Merges cells and centers content (Hd T JqT el % ST qTHUT T e WT%)

Explanation (English):
Merge and Center combines cells and centers content.

P s (F&dh):
Tl US Hev 8o & S1Sar & 3T qTHUT & Sisd wedr & |

Q16
Which menu contains the 'Chart' option?
A) Tools B) Insert
C) Format D) View
f&dr srqare
oy BT B T P 20
AT B) ¥HE
C) Hide D)=

Correct Answer: Option B — Insert (39<)

Explanation (English):
You can insert a chart using the Insert menu.

P s (FEE):
AT $HC A AT ITAN] Fleh 1€ ST Tl & |
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Q17
What does the autofill feature do?

A) Fills an entire spreadsheet with the same value B) Automatically continues a sequence or copies data/formulas
C) Saves data D) Converts text to numbers
T srqame
AteTher FiaaT F3T Fdr 8 ?
A) YU SIS & qHE T & WAl & B) ST €T & ST AN Tl & AT SeT/T Hidr
FATE
C) ST aegwdars D) &= T §%AT H geeTdr &

Correct Answer: Option B— Automatically continues a sequence or copies data/formulas (FT=T{eTer &7 & WG‘F&T@T&
& AT STT/ET HIT &l 7)

Explanation (English):
Autofill extends data patterns such as dates or numbers.

B s (FET):
SAETReT [ATFT IT G9aTeAl S SaT Te &7 faeam #ar & |

Q18
Which function combines two or more text strings into one text string?
A) COMBINE() B) JOIN()
C) CONCAT() or CONCATENATE() D) MERGE()
f&dr srqare
FIT G HFT &7 AT AT eaee v & uF eoee fear & drsar g2
A) COMBINE() B) JOIN()
C) CONCAT() ITr CONCATENATE() D) MERGE()

Correct Answer: Option C — CONCAT() or CONCATENATE() (CONCAT() T CONCATENATE())

Explanation (English):
The CONCATENATE function or its newer version CONCAT is used to join two or more text strings into one string.

P =T (@=):
CONCATENATE H&9I a7 $H&T 74T ¥R CONCAT & ITHNT &T AT AT Cae [T &l U [T 7 F18+ & (o7 [T srar
Bl
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Q19
What is the Fill Handle?

A) Mini square at cell corner for auto-filling B) Chart bar
C) Formula error D) Cell merge icon
f&dr srgame
e geaare?
A) HEr-fRfeT & [T & e 9 fa=r ar B) 91< A
O " fz D) & T STgeeT

Correct Answer: Option A — Mini square at cell corner for auto-filling (- T & [T T HIFT 9T 71T T77)

Explanation (English):
Fill Handle is a mini square at cell corner.

P s (F&<):
et et ot &l W fer vt &

Q20

Which type of chart best shows trends over time?

A) Pie B) Line
C) Doughnut D) Bar
&S srqame
FIT |T TS TR 5T & 9T T G99 =37 [@arar & 2
A) g B) ATET
C) s e D)a™

Correct Answer: Option B — Line (FTE)

Explanation (English):
Line chart shows trends over time.

P s (F&S):
AT I AT & 9T &= feETar & |
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Q21

The "IF'" function is used for:

A) Sorting data B) Making logical comparisons
C) Formatting cells D) Creating charts
f&dr srgame
IF" 9Tl &7 ST e (o1 o srar & 2"
A) ST HiE AT B) a@Tfdha qoi=T &eAT
C) He | T HIHE HTAT D) <& aFT

Correct Answer: Option B — Making logical comparisons (FTf&e TAAT AT

Explanation (English):

The IF function performs a logical test and returns one value if the test is true and another value if it is false.
ST (FE):

IF HeFuIT Ueh dTfhen TETET0T 7T & Y FE Treqor 9 § a7 Ud 71 397 Jf ToAa & ar 3897 A1 AT & |

Q22

Which format stores spreadsheet for use in other programs?

A) csv B) xlIs
C) xlIsx D) .docx
f&dr srqare
FIT AT UTET SIS &l 3= TUATHT H ITIRT & (AT GUETT Hedr 8 2
A) csv B) xlIs
C) xlIsx D) .docx

Correct Answer: Option A — csy

Explanation (English):
CSV format is used for interoperability.

P =g (f&h):
CSV 9TET &7 ITANT AAEHATANIAT & (AT fomar Srar & |
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Q23

Which key selects the entire worksheet?

A) Ctrl + A B) Ctrl + S
C)Ctrl + F D) Ctrll+Z
f&dr srqare
FIT | oIl T TRINE HT T FIAT R ?
A) Ctrl + A B) Ctrl + S
C) Cul+F D) Ctrl + Z

Correct Answer: Option A — Ctrl + A

Explanation (English):
Ctrl+A selects entire worksheet.

R =gt (f&Eh):
Ctrl+A HYU FHIE FT T4 FaT & |

Q24

Which function extracts a specific number of characters from a text string starting from the left?

A) MID() B) Right()
C) Left() D) Trim()
f&dT srgare
FIT AT HF9I Sae (T 7 aTE 37 & 9% &0 [qferse 69T & qur farerar & 2
A) MID() B) Right()
C) Left() D) Trim()

Correct Answer: Option C — Left()

Explanation (English):
The LEFT function returns the specified number of characters from the start (left) of a text string.

P s (F&Eh):
LEFT %39 Sae [T &l I%eTa (3T0) | [iase g # aur dtear s |
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Q25
Which is NOT a valid use of spreadsheets?
A) Data storage
C) Writing novels
f&dr srqam=
FT AT SASIET AT 9 ITIRT A5T & 2
A) SET ST
C) IT=T fora=r

B) Mathematical calculations

D) Chart creation

)

B) IT{Ore = IO
D) 9T fATor

Correct Answer: Option C — Writing novels (IT=3Te fe%a=T)

Explanation (English):

Pl =gt ((&<):

Spreadsheets are best for numeric, tabular, or analytical data.

Breviled ST, ANUIEE a7 [ayA YT ST & (T daiaT & |
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