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Q:1 ATTEMPT FOLLOWING MCQ ‘ 06
1. “Art & Science of recording business transaction in a systematic &
chronological order” is known as .
A. Book keeping B. Accounting
C. Debiting D. Crediting
2 The area formed by the intersection of a row and column is called the
A. cell B. spreadsheet
C. workbook D. excel
3. A formula always begins with
A+ B.=
C. Bracket D. -
4. The name of a word document displays in .
A. Ribbon B. Title bar
C. Status bar D. Home tab
5. What is a Microsoft PowerPoint?
A. Spreadsheet Program B. Presentation Program
C. Database Program D. All of the above
6. Documents canbe  with MS Word.
A. Created B. Edited
C. Saved D. All of the above
Q:2  Explain the terms: debtors, creditors, Trial Balance, Solvent, insolvent, bad 07
debts, Journal.
OR
Explain the filter, chart and sorting facility of excel in detail with example.
Q:3  What is Word processing? Write down the benefits and examples of word 07
processor.
OR

Describe the presentation views available in power point.




