
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 



 

 

 HINDU COLLEGE, GUNTUR 

CERTIFICATE COURSE 

DEPARTMENT OF COMMERCE 

PAPER: Information Technology and Office Management 

     MARKS: 50 

 

ANSWER THE FOLLOWING QUESTIONS 

 1. Explain about the generations of the computers 

2. How would you add and remove buttons from toolbars in MS Office?  

3.  Mention the steps you would take to save a PowerPoint presentation as a video. 

 4.  Why is cell referencing important in MS Excel? 

 5. Can you convert a table into a chart in MS Office Word? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 Scheme of Valuation 

 1. Explain about the generations of the computers 

 Generation in computer terminology is a change in technology a computer is/was being used. 

Initially, the generation term was used to distinguish between varying hardware technologies. 

Nowadays, generation includes both hardware and software, which together make up an entire 

computer system. 

 2. How would you add and remove buttons from toolbars in MS Office?  

 Open the File menu in the Office app you want to customize and choose Options from 

the left side menu. 

 Pick Customize ribbon. 

 From the right side column, find the command you want to remove. 

 Select the command and click Remove. 

 

3. Mention the steps you would take to save a PowerPoint presentation as a video 

 Select File > Export > Create a video. 

 Select the quality of the video: ... 

 Decide if you want to: ... 

 In the Seconds spent on each slide box, select the default time you want to spend on 
each slide. 

 Select Create Video. 

 

4. Why is cell referencing important in MS Excel? 

A cell reference refers to a cell or a range of cells on a worksheet and can be used in a formula so 

that Microsoft Office Excel can find the values or data that you want that formula to calculate. 

 

5. Can you convert a table into a chart in MS Office Word? 

Select the “Insert” tab on the ribbon. Click “Object” in the Text group, which is on the right side. 

Click “Object” from the drop-down menu that appears. In the “Object types” list, choose “Microsoft 

Graph Chart”. 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 


