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Chapter 1: Concepts of Data Processing

1. Information is more valuable to the user than data.

2. Sorting can be done on numeric data field only.

3. When sorting is required to be done at 3 levels, sorting is done with the major field first followed by sorting with intermediate field and finally sorting with minor field.

4. Speed & Accuracy of unit Record Method is more than that of manual systems.

5. Electronic computer was first created as an exotic calculating device.

6. A computer can do anything by itself.

7. Digital computers process data input in a continuous form.

8. Desired level of accuracy can be achieved in analog computers.

9. Entire operations of computer are controlled by CPU

10. Magnetic disk offers fast access next to primary storage.

11. The first general purpose computer was UNIVAC.

12. 3rd generation computers can be used for both scientific and business applications.

13. A mainframe can support upto 10000 terminals.

14. Work stations are generally used by scientists and engineers.

15. Character is a single alphabetic, numeric or special symbol that is used to represent data.

16. Third generation computers employed transistors and other solid state device.

17. A single primary storage location in the processor unit is identified by a number that varies with the contents in the location.

18. The storage capacity of each numbered address in the processor unit is always able to hold a word consisting of four characters

19. ASCII is a 8 - bit BCD code used in IBM mainframes.

20. Computers can communicate with other computers and can receive and send data in various forms like text, sound, video, graphics, etc.,

21. Supercomputers can operate at speeds one thousand to one million times as fast as microcomputers.

22. One MB represents 10000KB.

23. First generation computers were based on single user environment.

24. Microsecond is one millionth of a second.

25. The basic computing unit of a microcomputer is an integrated circuit.

26. A byte is always shorter than or equal to a word.

27. With the advent of third generation computers, the trend was reversed to centralization.

28. A single primary storage location in the processor unit is identified by a number that varies with the contents of the location.

29. A digital computer is faster than an analog computer.

30. Odd parity consists of an odd number of 0’s in a character.

31. Every odd number in the binary system ends in 1.

32. Mainframe is a powerful multi-user computer capable of supporting many hundreds of users simultaneously. 

33. The storage capacity of each numbered address in the processor unit is always able to hold a word consisting of four characters.

34. When one talks of a 32-bit computer, it means that its word length is 32 bits.

35. In large organisations, EDP is the most practical means for processing data.

36. The zone bits for numeric character set in EBCDIC system is 1100.

Chapter 2: Anatomy of computers

1. A computer needs both hardware and software to function properly.

2. Different CPUs have different instruction sets.

3. A computer can perform only 2 types of operations – Arithmetic & Logical.

4. Higher the clock sped, faster the processor better the system performance.

5. More the LI cache memory, slower the processor.

6. A 16 bit processor can process 16 instructions at a time.

7. SCSI-3 can support upto 7 devices to be chained on a single port.

8. Serial ports are used to connect Scanners/Printers.

9. Parallel ports use 9 pin RS-232c.

10. A Bus connects various components of PC with the CPU and the main memory.

11. Physically BUS consists of 2 parts-Data bus & address bus.

12. RAM is called so because access time in RAM is independent of the address of the word.

13. Dynamic RAM is costlier than static RAM

14. Data in EPROM can be erased by exposing the chip to ultra violet light.

15. Video RAM is used to accelerate the display of graphics on the screen.

16. The number of characters that can be stored in a given physical space is referred to as data density.

17. In a computer, user’s program is stored in ROM.

18. Cache Memory acts as temporary memory and boosts processing power significantly.

19. Clock speed is measured in MB/sec.

20. Cache memory is a kind of static RAM.

21. 32-bit computers can process 3 characters at a time.

22. The use of extended memory exists in a operating system for the purpose of backward compatibility.

23. Uninterruptible power supply system is desirable for non-volatile storage.

24. A single primary storage location in the processor unit is identified by a number that varies with the contents in the location.

25. The storage capacity of each numbered address in the processor unit is always able to hold a word consisting of four characters.

26. Static RAM is a volatile storage.

27. ROM is a no-volatile memory.

28. Virtual memory is used to store data or programs on a disk instead of in RAM.

29. A serial port sends data out of the computer one bit at a time and a parallel port sends one byte at a time.

Chapter 3: Computer Input Media & Devices

1. If people work independently and rarely need to share their work with others, it is better to provide a network of computers.

2. A stand alone system is one which stands directly on floor.

3. Using cursor keys one can move one paragraph at a time.

4. Touch Screen was invented by Hewlett Packard.

5. An Intelligent terminal is not user programmable.

6. Terminals linked to the computer system by a direct cable are known as hard-wired terminals.

7. Smart terminals are user programmable.

8. MGA adaptor works with monochrome monitors only.

9. LCD provides better resolution than gas plasma.

10. Optical readers are not economically feasible unless the daily  volume of transactions is relatively high.

11. An intelligent terminal is an input/output device that provides for data entry and information exit when connected to a computer but has no additional capability.

12. User programmable terminals that combine VDT (visual display terminal) with built-in microprocessor is called dumb terminal.

13. The screen-pointing device, which rolls on a small bearing and has one or more buttons on the top, is called a light pen.

14. A spooling software is used to compensate the speed difference between the computer and its peripheral devices.

15. Key-to-disk system uses a stand-alone data station.

16. Key-to-diskette system is based on the decentralised recording of data and centralised conversion to the magnetic tape for processing.

17. The most common device used for direct data entry is OMR.

18. The input device used for speech recognition is Microphone.

19. The most popular input device used today for interactive processing and for online entry of data for batch processing is mouse.

20. Mechanical mouse requires a special mousepad that have grids drawn on them.

21. Tract ball is one type of pointing device.

22. Dumb terminal does not incorporate its own processing capabilities.

23. Remote job terminal uses a telephone line for communication.

24. The most common resolution for SVGA is 640 x 480.

25. LCD monitors typically offer a wider viewing angle than CRT monitors.

26. If your system uses 24 bits to display graphics, you can view over 16 million colours.

Chapter 4: Computer Output

1. Impact Printers are the most commonly used type of Printers.

2. Serial Printer print one character at a time.

3. The greater the number of bits printed on the paper the better the quality of copy.

4. The physical difference between a microfilm and a micro fiche is that a microfiche will be in a continuous form while a micro film is cut into pieces.

5. Microfiche allows direct access to data through hunt and storage procedure.

6. High speed impact line printers typically use rapidly moving chains or bands or print characters or some form of print drum to print lines of information on paper.

7. Thermal printer is an impact printer.

8. Dot Matrix Printer can also be used to print in colour.

9. Non-impact printers utilise some form of striking device to form images.

10. Dot-matrix printer is an example of draft printer.

11. Microfiche allows sequential access only.

12. The most common resolution for laser printer is 600 DPI.

13. It is not required to change the ink cartridge in ink jet printers.

14. In case of Thermal printers it is required to refill ink frequently.

15. Laser printers can only print one character at a time.

16. A document printed in ink jet printer will have longer shelf life than a document printed in dot matrix printer.

17. Ink jet printers are costlier than any other type of printers.

18. Dot Matrix Printers cannot pint images.

19. Toner is used in Thermal printers.

20. Higher the resolution lower the quality.

Chapter 5: Auxiliary Storage Devices

1. Secondary storage is very fast when compared to primary storage.

2. Tracks on a disk will be in the form a spiral

3. When people refer to number of sectors on a disk, the unit they use is Sectors Per Tract.

4. Double track drives can record 80 tracks on a diskette.

5. When files are fragmented, it will take more time to save and load.

6. The diskette should be inserted slowly into the disk only when power to the entire system is off.

7. Floppies offer both sequential and direct access to data.

8. Hard disks consist of rigid metal platters.

9. Not only o hard disks pack data more closely together, they also hold more data.

10. Read/write heads in hard disk can move independently.

11. Only one hard disk is connected to CPU and it will act as input and output.

12. CD-ROM’s are quite slow when compared to hard disks.

13. Pits on a DVD are much smaller and are encoded much closer together than those on a CD-ROM.

14. In magnetic tapes, characters are recorded horizontally.

15. CD-RW can also be used as a back up storage.

16. The access speed of secondary storage is slower than that of primary storage.

17. Seek time is the sum of rotational time and access time.

18. Time required to position the movable read/write head over the desired tract is termed as seek time.

19. 1.44 MD diskette has a total of 6000 sectors.

20. MCA640 is the name of magneto optical drive.

21. The number of characters that can be stored in a given physical space is referred to as data density.

22. Information is transferred to and form record through sectors in a disk.

23. Magnetic disk is a random access device.

24. Each surface of the disk is divided into concentric circles called tracks.

25. In magnetic disk, the read/write head touches the surface of the disk plate.

26. Sectors are memory locations in the CPU.

27. Sequential file processing is faster than direct access file processing for getting random information.

28. Disks provide sequential access and tapes provide random access.

29. Accessing data on tape is much slower than accessing data on disks.

Chapter 6: Software

1. Whatever is programmed can also be directly embedded into the computer circuitry.

2. Software includes standard programs supplied by manufacturer, programs developed by the user or procured by him from an organisation dealing in software.

3. Programs written in machine language are machine independent.

4. Writing programs in machine language is difficult to humans.

5. A program written in Assembly language is very efficient in terms of execution time and main memory usage.

6. Programs written in assembly language are machine dependent.

7. An assembly language programmer will have to write large number of statements to solve a given problem than that of a programmer using other high level languages.

8. An organisation would write frequently used programs in low level language and infrequently used programs high level language.

9. In a file name, prefix is supplied by the user and suffix is supplied by either user or computer.

10. Before 1980’s micro computer operating systems were strictly command driven.

11. Multiprogramming is a facility available in operating system.

12. Multiprogramming depends upon the concept of concurrent execution of programs.

13. Operating system for IBM PCs and its clones is different from that of apple macintosh computers.

14. Compilers are preferred in environment where execution speed is important.

15. Firmware is held in CPU in a special control storage device.

16. An interpreter requires less storage space than compiler.

17. Interpreters translate programs into machine language all at once before programs are run.

18. The use of spooling program and/or buffer hardware allows personal computer operators to do other processing work at the same time a printing operation is in progress.

19. Car designers have been using virtual reality techniques in designing, modifying and creating cars from 3D perspectives.

20. It is possible to have one sub routine in another sub routine.

21. Multiprogramming is the simultaneous execution of two or more sequence of instructions in a single computer.

22. Multiprocessing refers to the use of two or more central processing units to perform coordinated work simultaneously.

23. Windows 95/98 is based on 16 bit architecture.

24. DOS based software cannot be executed on Windows 95/98.

25. A program written in assembler language has to be translated into machine code.

26. A program written in assembler language is very efficient in terms of execution time and main memory usage.

27. Assembler language is also useful in writing business application software such as payroll, billing etc.

28. 4GLs use high level English like instructions to retrieve and format data for enquiries and reporting.

29. 4GL programs often consume significantly more machine cycles than 3GL programs that perform the same task.

30. File recovery program is an example of internal operating system procedure.

31. Multiprocessing offers data processing capabilities that are not present when only one CPU is used.

32. Interpreters are usually less expensive than compilers.

Chapter 7: Data Storage & Retrieval

1. Data files and programs that use them are developed independently. This is called program data independence.

2. There are 2 principal ways to access data – sequential & direct.

3. Tape is capable of sequential access only, where as magnetic disks can be used for both sequential & direct access.

4. Serial organisation is commonly found with transaction data.

5. Direct access storage devices have the capability of directly reaching any location.

6. The advantage of self addressing method is that there is no need to store an index.

7. Indexed sequential file organisation permits both sequential as well as random access.

8. In randomizing procedure, the record key number is converted into physical location represented by a disk address through computational procedure.

9. Where file activity is very high it is better to go for direct access methods.

10. Primary storage in a CPU provides direct access.

11. In self-addressing method, record must be of fixed length.

12. In airline reservation system, sequential file organisation is best suited.

13. Arrangement of files of data in a sequence is called indexed sequential file.

14. The advantage of sequential file is that is needs no sorting.

15. Every record in a sequential file must posses a key field.

16. An index permits faster access to data in a large file.

17. Direct access file organization can be used on a magnetic tape.

Chapter 8: Some Advanced Systems

1. In batch processing both sequential and direct access storage device can be used.

2. Real time processing refers to processing of individual transactions as they occur from their point of origin as opposed to accumulating them.

3. On line processing system can’t work with sequential access storage devices.

4. On line processing enables multi access to information files by users.

5. Batch processing ensures that records are in updated status at any time.

6. On line systems eliminate the need to punch and verify data.

7. In interactive processing, a transaction is completely dealt with before dealing with the next transaction.

8. In real time processing, the response of the system to the enquiry itself is used to control the activity.

9. Real time systems require dedicated processing capacity.

10. Decision support systems require routine data as input.

11. The user of a DSS is usually a manager with an unstructured or semi-structured problem to solve.

12. Developing large database of examples is the most difficult and costly part of developing a neural network.

13. Decision Support system is useful for structured problems.

14. It is not necessary that only sequential media are used in batch processing.

15. Online processing requires advanced file organisation techniques such as random access.

16. Real time systems are basically on line systems with some speciality in inquiry processing.

17. In real time processing, files are stored on magnetic tape.

18. Time sharing system is suitable to large batch type operations.

19. Electronic spread sheets are examples of purpose planning languages.

20. Expert systems assist users in identifying potential decision making problems, which increases the probability that sound decisions will be made.

Chapter 9: Telecommunication & Networking

1. Data can be transmitted along a communication channel either in serial or in parallel mode.

2. To transfer data over long distances, parallel transmission is preferable to serial transmission.

3. Packet switching can use the transmission capacity of a network to the maximum extent.

4. In packet switching, transmission cost is by message or route or distance but not by packet.

5. In LAN, communication channels are generally privately owned.

6. PC MCIA modems are used with portable computers.

7. Protocol conversion can be accomplished via, hardware, software or a combination of hardware and software.

8. Routers are similar to bridges but have the added advantage of supplying the user with network management utilities.

9. In ring network, links are bidirectional.

10. Every device connected to LAN requires a LAN card.

11. Network cables and NIC cards need not match.

12. Data is more secure in fiber optic networks.

13. Gateways are used to link LANs of different topologies e.g., Ethernet and token ring so as to enable the exchange of data.

14. MODEM provides connection between server and workstation.

15. Two dissimilar devices in a network can communicate with each other using bridges.

16. Fiber optic cable uses light as a communication medium.

17. In packet switching, data packets are stored in secondary storage devices.

18. For periodic data transmission, leased line services are more suitable than dial-up.

19.  Router provides network management utilities.

20. The phone network is a circuit-switched network.

21. Computers can communicate with other computers and can receive and send data in various forms like text, sound, video and graphics.

22. Two dissimilar devices in a network can communicate with each other using bridges.

23. Gateways are similar to bridges.

24. Failure of one node in peer-to-peer network can create problems in the network.

25. LAN is completely independent of public telephone authorities.

26. A network can be broadly classified as using either peer-to-peer or client/server architecture.

27. In a distributed data processing system, most of the processing is done in the memory of the individual PCs or workstations.

28. MAN uses fiber optic transmission to interconnect two different sites.

29. IP (Internet Protocol) breaks up a message into packets.

30. Twisted-pair wire is the oldest and still most common transmission line and consists of copper wire twisted into pairs. 

Chapter 10: Internet & Emerging Technologies

1. Internet users can use regular dial up telephone lines or dedicated higher capacity lines to connect to nearest ISP.

2. Different web browsers interpret a HTML document in the same manner.

3. To access any information on the internet, one has to know the address of the server.

4. For corporate users with multiple users leased line is preferable to dial up connection.

5. All Internet subscribers in India get the e-mail facility free with each subscription.

6. The internet works in push environment.

7. In EDI, data can be transferred directly between companies using an agreed upon data protocol or it can be performed by a third party service vendor.

8. Both EC and EDI are targeted for global trading and is suited to anyone interested in online commerce.

9. Extranet provide the privacy and security of an Intranet while retaining the global reach of Internet.

10. Encryption can be either software or hardware based.

11. Computer conferences can’t support large number of participants.

12. Sites that contain explicit objectionable material can be blocked to prevent employees from accessing these servers.

13.  The business-to-business kind of e-commerce refers to a company setting or buying from other companies

14. FTP is a protocol, which allows files to be transferred between two computers.

15. It is not possible to send formatted documents, photos, sound files and video files as attachments through E-mail.

16. HTTP does not provide access to other Internet protocols like FTP, SMTP, NNTP, WAIS etc.

17. IRC is a multi-user chat system that allows many people to communicate simultaneously across the Internet in teal time.

18. A mailing list is a way to share information via electronic mail with many people, usually on a specific topic or   for a specific purpose. 

19. Newsgroups are essentially public e-mail discussion forums where participants post their messages to be seen by all readers of the newsgroup.

20. Most individual users connect to the internet through an ISP.

21. Even if you use TCP/IP protocols, different types of computers cannot exchange data over the Internet.

22. Groupware lets people work together on projects over the Internet or other network

23. Internet offers access to data, graphics, sound, software, text and people through a variety of services and tools for communication and data exchange.

24. Internet explorer and Netscape navigator are two powerful text based browsers.

25. Two machines can have the same IP address.

26. Computer conferencing can be used within a single geographical area.

27. Internet usually has a system of access privileges controlled by passwords, restricting access to certain areas of the network.

28. Most part of the Internet is a push environment.

29. Electronic conference is a many to many type of communication.

30. Internet is a “one-to-many” type of communication.

Chapter 11: Database Management System

1. Traditionally files were designed to meet specific information and data processing requirements of a particular department.

2. A database is a repository of related data.

3. In a database environment routine reports and special reports can’t be prepared quickly.

4. Management databases and information databases are different from each other.

5. Hierarchical database structure is considered to be most flexible and Relational database structure is considered to be most restrictive.

6. Different database systems have different ways of representing data physically on disk.

7. The role of DBA is more technical than that of DA.

8. Database can be partitioned on functional lines or geographical lines.

9. Multimedia data management systems are also known as hypermedia systems.

10. The goal of a concurrency management mechanism is to allow concurrency while maintaining  the consistency of the shared data.

11. Adhoc queries are also supported by Network Database Structure.

12. A schema separates the physical aspect of data storage from the logical aspect of data representation.

13. In a database system redundancy can be controlled.

14. Information is data that have been put into a meaningful and useful context and communicated to a recipient who uses it to make decisions.

15. Data models present a process of abstracting real world entities into computer representations.

16. Maintenance of a data dictionary is the responsibility of a programmer.

17. A database is an organised collection of data files in which separate files cannot interact.

18. Database is collection of data which are related in a meaningful way and can be accessed in different logical orders but are stored once and only once.

19. Data in a database can be shared among different users and applications.

20. The smallest unit of data in a database is record.

21. Management databases store data and information extracted from distributed and end user databases.

22. Hierarchical model permits only one-to-one and one-to-many relationships.

23. Single user version of a microcomputer database system will not have concurrency protection.

Chapter 12: Database Performance Monitoring

1. Each primary key must have an integrity control that prohibits a null value.

2. Referential integrity guarantees that only some existing cross referencing value is used, not that it is the correct one.

3. Horizontal partitioning is more secured.

4. Database is tuned for optimum performance at the time of installation.

5. Explicit value of a field has a higher precedence over the default value.

6. Database design provides a means to represent the real world entities in a form that can be processed by a computer.

7. To develop a good design, one has to understand the meaning of information and the intended use of the information’s stored representation within the computer system.

8. Tuning of the database is an activity that is undertaken at the time of DBMS installation.

9. Access methods are algorithms for storing and retrieving data which are supported by operating systems.

10. Telephone directory is an example of sequential file organisation.

11. Memo field is an example of fixed length.

12. Data-volume statistics represent the size of the business calculated from past year period.

Chapter 13: CAAT

1. There are basically 3 approaches for auditing information system in a computerized environment.

2. Under black box approach, what is happening inside the computer is completely studied.

3. Under Black Box Approach, internal controls are reviewed, transactions are tested in the same manner as in non EDP system.

4. Computer Assisted Audit software, are readily available who call much expertise from the auditor.

5. The overall objective and scope of an audit do not change when an audit is conducted in an EDP environment.

6. When integrated test facility is used, it is not necessary to eliminate the text transactions subsequently.

7. The auditor should have sufficient knowledge to plan, execute and use the results of CAAT.

8. For running CAAT in the entity computer system, co-operation of entity personnel may be required.

9. Even if there is no visible evidence, it is possible to perform tests manually.

10. GAP’s can’t used over wide platform of hardware, operating systems, operation environments and database.

11. Generally test packs are reserved for situations where conventional testing is not practical.

12. ITF is not suitable for complex environments like on line real-time banking system,

13. Program comparison can be done either on source code or object code.

14. Program code analysis is very complex.

15. Test data generators are economical if large volumes of test data are needed.

16. The presence of the auditor is necessary at the computer facility during the running of the CAAT.

17. When CAAT is used it is not necessary to maintain audit working papers.

18. Where small volumes of data are processed, manual methods may be more cost effective.

19. CAAT can be used even if the auditor doesn’t have any knowledge of the entity’s computer system.

20. When the reliance is completely on the non-EDP segment of a system, it is commonly referred to as auditing around the computer.

21. Purpose written programs are computer programs designed to perform audit tasks in specific circumstances.

22. Program (parallel) simulation is the same as auditing through the computer.

23. Integrated Test Facility technique requires detailed knowledge of the complete system.

24. Program code analysis technique of audit requires higher level of technical skill.

Chapter 14: Cyber Laws & IT Act 2000

1. In May 2000 both the houses of parliament passed the Information Technology Bill.

2. IT bill received the assent of the president in August 2000.

3. IT act applies outside India also.

4. IT act applies to the whole of India except Jammu & Kashmir.

5. IT act does not apply to a power of attorney

6. IT act applies to a cheque.

7. IT act also applies to Indian Succession Act 1925.

8. The person who receives message is called addressee.

9. Information includes text only.

10. With the advent of IT act, information can be stored in electronic form also.

11. Digital signature can be affixed in any form.

12. Signing means affixing or hand written signature only.

13. It is not sufficient to publish any rule, regulation or notification in electronic form.

14. Documents to government departments should be submitted in electronic form only.

15. A person can insist any ministry of CG that documents should be accepted in an electronic form only.

16. “Usual place or residence” in relation to a body corporate means where its administrative office is located.

17. Controller can grant recognition to foreign certifying authorities directly.

18. After receiving application, the controller must accept the application.

19. The minimum fees for renewal of digital signature certificate is 5000.

20. Licence can be revoked by the controller, sumoto.

21. Every certifying Authority shall ensure that every person employed by him complies with the provisions of the act, rules etc.

22. The application fee for digital signature certificate is same for all applicants.

23. Tribunal can pass the order sumoto.

24. The appellant to tribunal must appear in person.

25. Appeal to high court shall be against question of law only.

26. Contravention under the act is compoundable (Partially true and partially false)

27. Penalty prescribed under IT act shall not interfere with the punishment provided in other acts.

28. The act will apply to negotiable instruments also.

29. A will can be written in electronic form.

30. A digital signature certificate can’t be suspended by the certifying authority for a period exceeding 15 days unless the subscriber has been given an opportunity of being heard.

31. According to IT act, hacking is not a punishable offence.

Chapter 16: Word Processing

1. Line spacing determines the amount of vertical space between lines of text.

2. In word processing package, Header and Footer can be selected from the view menu.

3. Word offers a wide variety of formatting features to enable you to choose the options that best suits you specific needs.

4. Auto text allows us to store formatted text even in paragraphs and graphics.

5. In MS-WORD, if the font size is 10 points and the line spacing is set to 1.5, then line spacing will be approximately 15 points.

6. In MS Word, fonts are measured in points.

7. A common font size used in business documents is 10 points used by MS Word.

8. Cut, Copy and Paste are the editing features of MS Word through which user can make changes to the document.

9. In MS Word, Page sections can be inserted either manually or automatically.

10. Word automatically sets section breaks, when we change the number of columns and we want it to apply form a particular point forward in the document.

11. In MS Word, by default, the Tab stops are set at 1.0 inch interval from the left margin.

12. Word allows you to work in more than one document at the same time.

13. When you save a document for the first time, Word displays he Save As dialog box.

14. MS Word includes number of AutoCorrect entries. We can use these entries but cannot modify them.

15. The AutoCorrect feature corrects common typing errors.

16. Header and Footer are displayed in the Normal view of a Word.

17. In Word, a new column inserted in a table retains the format of the column next to which it is inserted.

18. The main document of mail merge contains the information that does not change from document to document.

19.  We can give different header and footers on even and odd pages.

20. In mail merge, data source files is also known as form letters.

21. The default font in any MS Word document is Arial.

22. Indent refers to the distance of the text from the edges of the page.

23. We can drop the capital letter to maximum upto 5 lines.

24. We can specify the suitable alignment for the text in each tab.

25. To run a macro, click macro from Run menu.

Chapter 17: Spreadsheet Basic

1. In worksheet the cell 65231 to 256 th column will be referred as IV65231.

2. A workbook cannot have more than 16 worksheets.

3. The F2 key is used to edit the formula cell.

4. In MS-Excel, if a cell pointer points to a cell that contains data, then that data will also be displayed in the formula bar.

5. A graph created in Excel  can be copied and linked to a power point presentation slide.

6. Formatting of numbers  in Excel 2000 is similar to formatting in Word 2000.

7. Natural language formula was introduced by lotus 1-2-3.

8. The formula palette is used only when a formula contains a function.

9. When a column or row is deleted in Excel, all the contents of the column or row are deleted even in those cells that are not visible on the screen.

10. By default, Excel left aligns text and right aligns values.

11. The additional elements in a formula are called arguments.

12. A relative reference describes the location of a cell in terms of its distance, in rows and columns from another cell.

13. An absolute cell reference describes a specific cell address.

14. $ sign is used in relative cell addressing method.

15. Pie chart shows the relationship of parts as applied to the total values whereas area and line charts are best for showing the amount of change in values over times.

16. If you enter 12+XYZ in a cell, Excel displays an error message.

17. A cell pointer is the highlighted rectangle in the worksheet area where you enter data.

18. A line chart consists of a series of data at various points along the axis.

19. The category axis provides the scale used to measure the data in the chart.

20. In Excel, to join two strings the operator available is “%”

21. Pie chart represents two data series.

22. Default number of worksheets in a new workbook is 5.

23. Auto Complete feature to an Excel is applicable on date values.

24. Fill features of Excel can be accessed from View menu.

25. If you want to insert a column between column C and column D, then you should place the cell pointer in column C.

26. While using a Cut function in Excel, data will be removed from the cell and transferred to clipboard.

27. In Excel, a copy operation allows more flexibility while pasting than a cut operation.

28. Goal seek command in Excel is available in Edit menu.

29. Series is a group of data points appearing either within a column or row in a table.

30. In Excel chart, X-axis is known as value axis and Y-axis is known as category axis.

31. In a bar chart, the value axis is organized vertically while the category axis is arranged horizontally.

32. Stacked column and bar charts compare the percentage contribution of each data value of total across categories.

Chapter 18: Business Project Management and Presentation Tools

1. Voice recording has a higher precedence over the other sounds in powerpoint presentation.
2. The default orientation for printing slides is portrait while for notes, handouts and outlines it is landscape.
3. You can view the handouts in the Handout master from slide option of the edit menu.
4. The default speed for slide transition is low.
5. Most of the AutoContent Wizard presentation slides have transitions and animations assigned to them
6. If a picture is of a meta file format, it can be converted to a group of drawing objects. 
7. If a picture is of a bitmap, you can convert it into drawing objects.
8. You can modify a picture selected from clip gallery.
9. If a user whished to add an object on a specific slide then he should select the slide sorter and add objects on them.
10. Objects can be inserted only through slide view and normal view.
11. AutoContent Wizard provides both the content and the background for a presentation.
12. Text can be arranged in bulleted format on a slide in 5 levels.
13. Design template provides only the background for a presentation.
14. The changes made in the slide will take precedence over the formatting impose by the slide master.
15. Gradient colours of slide offers the shading pattern.
16. Normal view is a Tri-pane view.
17. Slide finder is used to preview the slides and allows to insertion into current presentation.
18. When we import a slide, powerpoint imports text, design, pictures and other objects.
19. Powerpoint 2000 offers 16 auto layouts for creating new presentations.
( The End (
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