
















































Chameli Devi Group of Institutions 
Department of Management 

Microsoft Excel Certificate Course Exam 

Jan-June 2018 

Note- All Questions carries equal Marks Maximun Marks- 30 
Exam Duration - 1 hour 

Instruction 
No mobile phones or electronic gadgets that can store, transmit, receive data or 

information are allowed 
Students must not talk, whisper, do hand signal or any other form of verbal or non-verbal 

communication during the Common Test. Such actions will be considered as having the 

intention to cheat. 

Students who are late will not be given extra time. 

Students must tick their answers legibly in black or blue ink only. 

Student must tick only one correct answer. Cutting or crossing of one or more option ill 

not consider for marking. 

No negative mark for wrong answer 
1. MS-Excel uses the.. . . Function when creating a data table 

A. Average B. Count 

Both a& b C D. Table 

2. What is the intersection of a column and a row on a worksheet called? 

A. Column B. Cell 

C. Value D. Address 

3. What type of chart is useful for comparing values over categories? 

A. Pie chart B. Column Chart 

C dot chart D. both a & b 

4. Which function in Excel tells the sum of numeric entries? 

A. NUM B. COUNT 
C. SUM D. CHKNUM 

5. In Excel, Columns are labeled as 

A. A, B, C, etc B. 12,3etc 

C. DA1, A2, etc. D. $A$1, $A$2, etc. 

6. Which one is not a Function in MS Excel? 

A. D AVGG B. COUNT Principal 

Chameli Devi Group of Institutions 

INDORE C. SUM D. MAX 
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7. The process of arranging the items of a column in some sequence or order is known as 

AArrengin B. Autofill 

C. Sorting D. Filtering 

8. Which key is used for help in MS-Excel? 

A. I F11 B. F8 

C. F1 D. F7 

9. On An Excel Sheet The Active Cell In lIndicated By? 

A. Dotted Border B. A Dark Wide Border 

C. TA Blinking Border D. D By Italic Text 

10. If you copy the formula =$B38 into another cell, the result will be: 

A. The column part will remain the C. Both the column and row will remain 

same the same 

B. The row part will remain the same D. Both will change 

11. Functions in MS Excel must begin with 

A. An () sign B. An Equal Sign 

C.A Plus Sign D. A> Sign 

12.Cuts the selected cells 
A. Ctrl X 
C. Ctrl + V 

B. Ctrl +C 
D. O Ctrl + B 

13. In Excel, Rows are labelled as 
A.A, B, C, etc 
C.A1, A2, etc. 

B. 1,2,3eto 

D. $A$1, SA$2, etc. 
14 Paste the selected cells 

B. Ctrl +C A. Ctrl X 
C. DCtrl+ V D. Ctrl + B 

15. What is the intersection of a column and a row on a worksheet called? 

A. DColumn B. Value 

C. Address D. D Cell 
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CAMELL DEVI GROUP OF INSTITUTIONS, INDORE 

Department of Management 
Certificate Course 

Session 2017-2018 

Report On Advance Excel 

Training Date: 12/02/2018-08/06/2018 

Classes: MBA-FT I-Semester 

Resource Person: Prof. Manish K Jain 

Introduction: 
At CDGI, we ensure that there is a comprehensive development of our students in 
order to offer our students accredited courses. This certification course is designed 
for MBA students who need to become familiar with advanced Excel knowledge 
and features. Students should be able to work with Excel to prepare the data 
required for today's corporate business. The role of this course is to teach 
participants various formulas used in Excel, how to debug them, how to check 
them, and how to use formulas in different cases. 

Obiectives & Aims 
The main objectives of the course is to teach participants the advance formulas as 
well as how to use appropriate fornmula for any work, to equip participants with the 
knowledge on how to debug and audit the advance excel formulas, to explore the 
magic of analyzing data using Advance Excel, to understand the practicality and 
get hands-on experience of Advance Excel. 

Summary Report and assessment of the Course: 
The course started on 12" February for all MBA-FT-II Semester students. It was a 
thirty two hours course consisting of Theory and Practical classes. After the course 
completion assessment was conducted which was further divided into theory and 
practical questions? The 50 students appeared in assessment and out of which 48 
cleared the assessment to whom certificates were issued. 
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CHAMELI DEVI GROUP OF INSTITUTIONS, INDORE 
Department of Management 

Certificate Course 
Session 2017-2018 

Feedback Assessment: 
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CHAMELI DEVI GROUP OF INSTITUTIONS, INDORE 
Department of Management 

Certificate Course 
Session 2017-2018 

Sample Certificate: 

CHAMELI DEVI GROUP OF INSTITUTIONS 

DEPARTMENT OF MANAGEMENT 

CERTIFICATE 
C M 

This Certificate is Presented To 

for successfully completing the Microsoft Excel 

Course in Session 2017-18. His/her performance 

was found to be satisfactory. 

Vaiuni 
Manish K. Jain Dr. K.S. Jairaj un Kcshari 

HOD, Deparunent ol rnagement SubjectEXpert Dean, cDG: 

Course Coordinator 
Prof. Manish K Jain 

Assistant Professor 

Department of Management 

Principal 
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Chameli Devi Group of Institutions 
Department of Management 

SPSSCetification Exam 

Jan-June 2018 

Note-All Questions carries equal Marks. Maximum Marks- 30 

Exam Duration-1 hour 

Instruction 

No mobile phones or electronic gadgots that can store, transmit, receive data or 

information are allowed. 
Students must not talk, whisper, do hand signal or any other form of verbal or non-

verbal communication during the Common Test. Such actions will be considered as 

having the intention to cheat. 

Students who are late will not be given extra time. 
Students must tick their answers legibly in black or blue ink only. 

Student must tick only one correct answer. Cutting or crossing of one or more 

option will not consider for marking. 
.No negative mark for wrong answer. 

a1 Value labels are most likely to be necessary for which type(s of variables. 

A.Nominal variables. 

B. Ordinal variables 

c.Value labels are always necessary for all types of variables. 

D. Scale variables. 

a2 In the Data View in the SPSS Data Editor, each column represents what? 

A. A case. 

B. A data point. 

C. A missing value. 

D. A variable 

03 What type of graph would you use to see the distribution of a scale variable? 

A. Bar chart 

B. Pie chart 

C.Histogram 

D. Scatter plot 
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Q4. If you request an aggregated dataset or data file in the Aggregate procedure, the number of cases in the new aggregated file is equal to what? 
A. Number of cases in the original data file 
B. Number of aggregated summary variables 
C.Number of categories of the variables specified in the Break Variables list 
D. Nunmber of cases that you specified in the Aggregate Data dialog box 

Q5. Which feature would you use to create a new variable whose values represent the number of times that each respondent answered Strongly Agree to a series of satisfaction questions? 

A.Compute Variable 
B. Visual Binning 

C. Count Values within Cases 

D. Rank Cases 

Q6 A paired samples t-test is different from an independent t-test because it: 
A. Assesses each person twice. 

B. Compares groups on correlations. 

C. Compares groups on means. 

D. Compares groups on variances. 

Q7 When performing CROSSTABS can control variabhes be added to the procedure? 

A. Yes, by placing the variables in the row 

B. Yes, by placing the variables in the ciumn box. 

C. Yes, by placing the variables in thi ayer box 

D. No, control variables canno* . orporated in a cross tabulation 
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Q8 Which options are available to edit bar charts? (Select all that apply 

A. Changing patterns displayed in bars 
B. Changing the major increment on the Y axis scale G3 

C.Displaying data value labels 

D. Changing the variable displayed on the X axis 

Q9 "SPSS" is a package of programs for 

A. manipulation 

B. analyzing 

C. presenting data 

D. altof these 

Q10 SPSS also provides a toolbar for quick and easy access to tasks. 

A. complex 

B. simple 

C. Ceommon 

D. none of these 

Q11 The default chosen by SPSS depends on the. 

A. Data entry 

B. Data editor 

C. A &B 

D. data type 

Q12 How would you use the drop-down menus in SPSS to generate a frequency table? 

A. Open the Output Viewer and click: Save As; Pie Chart 

B. eick on: Analyze; Descriptive Statistics; Frequencies 

C.Click on: Graphs; Frequencies; Pearson 

D. Open the Variable Viewer and recode the value labels 

Prin cipq 
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Q13 When entering data collected using paper questionnaire into SPSS, Sophie notices that 
some participants have neglected to answer the question about their annual income. What 
should Sophie do about this? 
A. Make up an annual income figure for any participants who did not answer the question. 

B. Use a random number generator to generate an annual income figure for each of the 
participants who did not answer the question. 
C. specify and use a missing values code to indicate instances where the question has 
been left unanswered. 

D. All of these choices are appropriate. 

Q14 100 students enrolled in three courses completed a five item 'course satisfaction' questionnaire. Disregarding the identification variable, how many columns wide will the data 
file be when looking at it in the Data View of the SPSS Data Editor? A. 6 

B. 15 

C. 100 

D. 5 

Q15 What do you mean by an assumption? 
A.t isa framework in which research work has to be done 

B. t simplifies the logical process of arriving at the solution 
C. t is a restrictive condition 
D. None of the above 

Name of Student: -. 

Course.. 

Total Marks-
Examiner Signature 
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CHAMELI DEVI GROUP OF INSTITUTIONS, INDORE 

Management Department 
Certificate Course 

T 2S 
CDGI 

1 AGARWAL GROWP 

STATISTICAL PACKAGE FOR SOCIAL SICENCE 
Certificate Course Report 

2017-18 

Classes: MBA-FTIV-Semester 

Trainer:Prof.Meenal Sharma 

Training Date: 12/02/2018-04/06/2018 

Vision: 
The Team CDGI offers value added certification programme to each student entire development. 
Understanding the basic knowledge of statistical packages for social science. 
SPSS is short for Statistical Package for the Social Sciences, and it's used by various kinds of researchers 

for complex statistical data analysis. The SPSS software package was created for the management and 
statistical analysis of social science data. It was originally launched in 1968 by SPSS Inc., and was later 
acquired by IBM in 2009. 
SPSS Statistics, most users still refer to it as SPSS. As the world standard for social-science data analysis, 
SPSS is widely coveted due to its straightforward and English-like command language and impressively 
thorough user manual. 
SPSS is used by market researchers, health researchers, survey companies, government entities, education 

researchers, marketing organizations, data miners, and many more for processing and analyzing survey 
data 

Aim: 

This course provides an application-oriented introduction to the statistical component of SPSs 
Statistics. Students will review several statistical techniques and discuss situations in which they 
would use each technique, how to set up the analysis, as well as how to interpret the results. This 
includes a broad range of techniques for exploring and summarizing data, as well as 
investigating and testing relationships. Students will gain an understanding of when and why to 
use these various techniques as well as how to apply them with confidence, interpret their output, 
and graphically display the result 
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CHAMELI DEVI GROUP OF INSTITUTIONS, INDORE 
Management Department 

Certificate Course 

AGARWL GROUP 

Course concluded: 
Upon completion of this course, the student will be able to 

Provide reliable and fast answers. 
Use tables and graphs. 
a wide variety of languages 
Effective data management. 

Easy start using the software. 
Use for both quantitative and qualitative data. 

Duration of the course 

The course started at 12th Feb. 2018 .All MBA FT-IV semesters students are eligible. It was a 32hour 
course delivering through theory and practice session. 

Result assessment 

After completing the course, an assessment was conducted and further divided into theoretical question and practical problems in computer lab. 

The total number of students registered 29 and hundred percent students finish the course. 

Suggestions were collected for improvement and secured for the future sessionwould be taken. All 
students with good grades were rewarded by certificates, and students with the highest scores were get 
good prizes. 
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Certificate Course 

Feedback Assessnment: 
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CHAMELI DEVI GROUP OF INSTITUTIONS, INDORE 
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Certificate Course 

AGARWAL GROUP 
BE1 

Sample Certificate: 

CHAMELI DEVI ROUP OF INSTITUTIONS 
DEPARTMENT OF MANAGEMENT 

RTIF AT 
MP 

This Certificate is Presented To: 

for successfully comnpleting the Statistical 

Package for the Social Sciences (SPsS) 

Course in Session 2017-18. His/Her performance 

was found to be satisfactory. 

Meenal Sharmn 
Subject EXpeT 

.S Jairaj 
Dr. Varun Keshari 

HOD, Dopartment of Managenment cpGI Dear, 

CoueenQE 

Couse Coordinator: 
Prof. Meenal Sharma 

Assistant Professor 

Department of Management 
Principa 
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Chameli Devi Group of Institutions 
Department of Management 

Microsoft Office Certification Exam 
July-Dec 2017 

Note- All Questions carries equal Marks. Maximum Marks- 30 
Exam Duration-1 hour 

Instruction 
No mobile phones or electronic gadgets that can store, transmit, receive data or 

information are allowed. 
Students must not talk, whisper, do hand signal or any other form of verbal or non-verbal 

communication during the Common Test. Such actions will be considered as having the 

intention to cheat. 
Students who are late will not be given extra time. 

Students must tick their answers legibly in black or blue ink only. 

Student must tick only one correct answer. Cutting or crossing of one or more option will 

not consider for marking 
No negative mark for wrong answer. 

Q1. The ability to combine name and addresses with a standard document is called 

A. CDocument Formatting B. O Database management 

C. Mail Merge D. Form letters 

02. A word processor would most likely be used to ? 

A. Keep an account of money spent B. Do a computer search in media center 

C. Maintain an inventory D. Type a biography 

03. What is gutter margin? 

A. Margin that is added to the left margin when printing 

B. Margin that is added to right margin when printing 

C. Margin that is added to the binding side of page when printing 

D. Margin that is added to the outside of the page when printing 

Q4. The shortcut command of 'save' in MS- WORD is -

A. Ctrl+C B. Ctrl+V 
C. Ctrl + S D. Ctrl + A 

Q5. The name of a word document displays in 

A. Ribbon B. Title bar 

C. Status bar D. Home tab 

Q6. What program is used in MS-Word to check the spelling? 

A. DResearch B. Word Count 

C. Set language D. Spelling & Grammar Princ at 
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Q7. To apply center alignment to a paragraph we can press 

A. DCtrl+S B. OCtrl+C 

C. OCtrl+ E D. OCtrl+ C+A 

Q8. cannot be used to work in MS Office. 

A. O Joystick B. Scanner 

C. Light Pen D. Mouse 

Q9. The works with the standard Copy and Paste commands. 

A. O View tab B. O Paragraph dialog box 

C. Office Clipboard D. All of these 
a10.Which is not an edition of MS Word? 

A. MS Word 2003 B. MS Word 2007 

C. MS Word 2010 D. MS Word 1020 

Q011. MS-Excel uses the.. Function when creating a data table 

A. O Average B. Count 

C. Both a& b D. Table 

Q12. What is the intersection of a column and a row on a worksheet called ? 

A. 0 Column B. Cell 

C. Value D. Address 

Q13. What type of chart is useful for comparing values over categories? 
A. O Pie chart B. OColumn Chart 

C. dot chart D.botha &b 
014. Which function in Excel tells how many numeric entries are there? 
A. O NUM B.O COUNT 

C. SUM D. OCHKNUM 

Q15. In Excel, Rows are labelled as_ 

A. A, B, C, etc B. 1,2,3etc 
C.A1, A2, etc. D. SA$1, $A$2, etc. 
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CHAMELI DEVI GROUP OF INSTITUTIONS, INDORE 

Certificate Course 

AGARHAL GROUP 

MS-OFFICE Certificate Course Report 
(2017-18) 

Training Date : 1* September 2017-2d December 2017 

Class: MBA-FT 1-Semester 

Resource Person: Prof. Mahesh Kumar NS. 

Introduction: 
CDGI offers a certification program to ensure each student's overall growth. Successful completion of this 

certification program for MBA students requires an understanding of core Microsoft Office software. 

Students should be able to create expert-quality spreadsheets, documents, and presentations. This allowS 

them to use Word, Excel and PowerPoint in both personal and professional activities. One of the main 

focuses was creating interactive presentations using smart graphs and charts. Microsoft PowerPoint is 

used to create presentations. Microsoft Office is one of the most used software applications. 

Obiective: 
The main purpose of this certification course is to introduce the basics of Microsoft Office and to develop 

understanding of Excel, Microsoft Word, and Microsoft PowerPoint. Microsoft Word is used to create 

documentation. After completion students will be prepared for corporate interviews and will be able too 

complete a technical round in theory and practice. 

Course Outcome: 

After completing the course Students 

1. Students were able to successfully perform various document creation tasks in MS Word. 

2. A student can prepare her PowerPoint presentation excellent. 
3. Acquire the basic Excel knowledge required for your daily work of creating charts and sheets of 

data. 

Summary Report of the Course: 
The course start for all MBA FT-I semester students. It was a 32-hour course consisting of theory and 

practical. After completing the course, an assessment was conducted and further divided into theoretical 
and practical questions. Total No. of students registered 59 out of which 49 appeared in examination and 

47 successfully completed the course. 
Feedback and suggestions were collected and implemented in future sessions. All students with excellent 

grades were awarded certificates after completion of course. 
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CHAMELI DEVI GROUP OF INSTITUTIONS, INDORE 
Certificate Course 

AGARWAL GROUP 

SAMPLECERTIFICATE: 

CHAMELI DEVI GROUp OF INSTITUTIONS 

DEPARTMENT OF MANAGEMENT 

AI 
COMI1EON 

This Certificate is Presented To 

for successfully completing the Microsoft Office 

Course in Session 2017-18. His/her performance 

was found to be satisfactory 

Dr. K.S. Jairoj Mahesh Kumar NS 
Subject Expert 

Dr, Varun Keshari 
HOD, Department of Managenient CDG: 

uhelo, 
Course Coordinator: 
Prof. 

Assistant Professor 

Department of Management 
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CHAMELI DEVI GROUP OF NSTITUTIONS, INDORE 

Department of Civil Engineering 

Quiz Questions for Certificate Course on AutoCAD 

Q. No. 1 What time (according to the clock) is 180 degrees according to the conventional 

time? 
A. 12 exactly B. 6 exactly C. 9 exactly D. 3 exactly 

Q. No. 2 An open area can be filled with which of the following gradient: 
A. Gap B. Tolerance C Transparency D. Open 

Q. No.3 An object can be obtained from a block by using, 

A. EXPLODE B. OVERKILL C. REDEFINE D. UNGROUP 

Q. No.4 Origin of the AutoCAD drawing space is, 
B. 1,0 C.0.1 A. 0,0 D. 1,1 

Q. No.5 The symbol that shows snap point to the closet point, 
B. With two 

triangles 
A. With circles C. With three D. With 

and dots in orthogonal Diamond 

the centre 

Q. No. 6 A Polyline can be broken into individual lines and ares using which of the 

following command? 
B. TRIM1 C. EXPLODE D. OVERKILL NONE 

Q. No.7 In AutoCAD, the number of workspaces is, 
C.3 D.4 B.2 

Q. No.8 Which of the following options cannot be used to represent a line? 
B. Parsecs 

A.l 

A. Yards C. Microns D. Grads 

Q. No.9 Scrolling of mouse can perform which following action? 
B. pan & scan C. extents/ all D. scale A. Zoom in / zoom 

out 

Q. No.10 Find the false statement in regards with "If an array is made associative". 

D. The array can't 
be modified in any 

way once it is made 

associative 

B. To make the array C. The array can be 

edited again by 
selecting it 

A. You can't use 

Boolean operations 
on the array elements 

non associative you 

need to use explode 
command on it 
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Q. No. 11 In AutoCAD 2D Modelling, which axis is not accessible for drafting? 

B. Y 
C.Z 

D. WCS 

A. X 
Q. No.12 The shorteut to start a table is, C. TBL 

D. TABLE 

A.T 
B. TA 

Q. No.13 Is there any difference between Command Plot and Print? 

B. The plot command 

for CNC (CAM) 

D. print command 

can print up to A3 C. No difference 

A. plot command 

prints only big plans SIZe paper 

Q. No.14 The extension for AutoCAD drawing file is, 
B. DWT 

D. DXF 

A. DWG 
C. DWF 

Q. No.15 What is the shortcut for zoom command? 

B. Rotate mouse 
wheel 

A. Z Command 
C. ZoOM Command |D. All of the above 

Q. No.16To select a set of objects in the workspace, what should be done? 

A. By a crossing 
window drawn 

B. By a crossing 
window drawn left to 

C. Shift + clicking D. None of the above 

on the objects 

from right to left right 

Q. No.17 Origin of the AutoCAD drawing space is, 
B. 1,0 

D. 1.1 
A. 0,0 

C.0,1 

Q.No.18 In AutoCAD 2D Modeling, which axis is not accessible for drafting? 
D. WCS 

A.x 
B. X C.Z 

Q. No.19 In AutoCAD, the number of workspaces is, 
B.3 A. 2 

C. 4 D.5 

Q. No.20 To bring a particular area of the workspace in focus, what command should 

be used? 
A. Zoom Extents B. Zoom Window C. Zoom Dynamic D. Zoom All 

Q. No.21 Shortcut for Trim command is, 

A.T B. TR C. TI D. X 



CHAMELI DEVI GROUP OF INSTITUTIONS, INDORE 

0. No.22 What are the various options from left to right and the opposite direction? A. Choose a different B. Select objects 

according to their 
colour 

C. Select objects 

according to their 
position 

D. No difference category of objects 

Q. No.23 A Boolean operation that is used to select interfering region between solids, A. Union B. Intersect | C. Subtract D. None of the above 

Q. No.24 What command allows us to select objects based on some status? A. Properties B. Q-select C. P-select D. Attributes 

Q. No.25 If you change the scale list a project that I have started from 1:50 1:10 then, A. You will have to B. You should not C. You will not need 
raise the objects 

already exist (scale) 
by 

D. Should be 
start over to change anything in 

hitherto methodology 
converted into new 
items that will add 

5 based on the new 
scale 
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