
ECAT Computer Science Chapter 8 Word Processing

Sr Questions Answers Choice

1 Which of the following is an absolute address?
A. A1
B. A1$
C. $A$1
D. None of these

2 The shape of the insertion point symbol is:
A. Arrow
B. Vertical line
C. Horizontal line
D. Circle

3 A collection of related worksheets is called:
A. Spreadsheet
B. Cells
C. File
D. Workbook

4 The Shape of the insertion Point symbol is
A. Arrow
B. Vertical line
C. Horizontal line
D. Circle

5 The process of moving up or down in a word processing document is called
A. Line movement
B. Word wrap
C. Pull down
D. Scrolling

6 The actual working area in Microsoft excel is:
A. A15
B. B15
C. C15
D. D15

7 The tool used to find the similar or alternative word in a documented is called:
A. Finder
B. Thesaurus
C. Dictionary
D. Style

8 Which of the following is used to edit text in a document:
A. Delete key
B. Backspace key
C. Cut and Paste
D. All

9 Pressing Ins key will:

A. Insert a character into the
document
B. Toggle between undo and redo
C. Toggle between insertion and
over-type mode
D. to insert image in document

10 A word processor can
A. Copy text
B. Insert text
C. Find and replace text
D. All

11 To add the value of cell 'C9' of worksheet "Sheet3" with the cell 'B2' of current worksheet,
the formula is written as:

A. =C9+B2
B. =Sheet3!C9+B2
C. =Sheet3!B2+C9
D. =Sheet3!B2+sheet3!C9

12 When starting word, the name of the default document is:
A. Document1
B. Word1
C. File1
D. WPD1

13 Which of the following is used to edit text in a document?
A. Delete key
B. Backspace key
C. Cut and paste
D. All

14 In a worksheet a bold rectangle border indicates (n):
A. Present cell
B. Active sell
C. Passive cell
D. Idle cell

15 If the custom format is ###.000 then the number 16.3 will be displayed as:
A. 016.3
B. 16.30
C. 16.300
D. 16.3



D. 16.3

16 When starting word, the name of the default document is:
A. WPD1
B. File1
C. Word1
D. Document1

17 The absolute reference of cell address A15 is written as:
A. $A15
B. $A15$
C. A$15
D. $A$15

18 A set of worksheet which is not active is called:
A. Active cell
B. Idle cell
C. Passive cell
D. Present cell

19 ___ menu contains the 'Cell' command:
A. File
B. View
C. Format
D. Edit

20 If the custom format is ##.### then the number 23349 will be displayed as:
A. 167.00
B. 23.349
C. 16.300
D. 16.3


