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1. (a) Worksheet ¶ÛÛé screen ÍÛ¾Û›ÛÈÛÛé. ©Ûé¶ÛÛ× ÜÈÛÜÈÛµÛ ¾Ûé¶Ûä¶ÛÛ× ¶ÛÛ¾Û ÅÛ”ÛÛé.  3 
  Explain screen of worksheet. Write different menus of it. 
    …¬ÛÈÛÛ/OR 

  worksheet ¶ÛÛ× Standard …¶Ûé formatting ÜÈÛÌÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé.  
  Give information of Standard and formatting toolbar of worksheet. 
 

 (b) Worksheet¶Ûé delete …¶Ûé protect ïõÁõÈÛÛ ¾ÛÛ¤éø¶ÛÛ× …ÛþéùÉÛ ÅÛ”ÛÛé. 2 
  Write commands to delete and protect worksheet. 
     …¬ÛÈÛÛ/OR  

  Worksheet ¾ÛÛ× numbers …¶Ûé formula þùÛ”ÛÅÛ ïõÁõÈÛÛ¶Ûà ¸ÛóÜ’õýÛÛ ›÷¨ÛÛÈÛÛé, …¶Ûé absolute 
©Û¬ÛÛ relative references ÜÈÛÌÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé.  

  Write steps to enter numbers and formulas in worksheet. Explain absolute and 
relative references. 

 

 (c) range-name …é¤øÅÛé ÉÛä× ? ŠþùÛÐüÁõ¨Û ÍÛÛ¬Ûé ÍÛ¾Û›ÛÈÛÛé.  2 
  Explain range-name with example. 
    …¬ÛÈÛÛ/OR 

  Worksheet¾ÛÛ× rows …¶Ûé columns¶Ûé þùÛ”ÛÅÛ ïõÁõÈÛÛ× …¶Ûé þæùÁõ ïõÁõÈÛÛ ¾ÛÛ¤éø¶ÛÛ× …ÛþéùÉÛ ÅÛ”ÛÛé.  
  Write steps to insert or delete rows and columns in worksheet. 
 

 
2. (a) Cell formatting.¶ÛÛ× ÜÈÛÜÈÛµÛ ¸ÛóïõÛÁõ ›÷¨ÛÛÈÛÛé. 3 

  Write different category for cell formatting. 

     …¬ÛÈÛÛ/OR 

  Cell ¾ÛÛ× ÅÛ”ÛéÅÛõ Text  Š¸ÛÁõ ¬Û©ÛÛ× ÜÈÛÜÈÛµÛ alignments …¶Ûé orientation ÜÈÛÌÛé ¾ÛÛÜÐü©Ûà 
…Û¸ÛÛé.  

  Explain various kinds of alignments and orientation applicable on Text written in 
cell. 
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 (b)  Conditional formatting ÜÈÛÌÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé.   2 

  What is conditional formatting ? Explain.  

          …¬ÛÈÛÛ/OR 

  Autosum ÜÈÛÌÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé.  
  Explain about autosum features of worksheet. 
 

 (c) Worksheet ¾ÛÛ× page setup ÜÈÛÌÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé.   2 

  Describe page setup options of worksheet. 

                 …¬ÛÈÛÛ/OR 

  Worksheet ¾ÛÛ× Margins ©Û¬ÛÛ Header/Footer set ïõÁõÈÛÛ¶Ûà ¸ÛóÜ’õýÛÛ ÅÛ”ÛÛé.  
  Write steps to set Margins and Header/Footer in worksheet. 

 

 

3. (a) ïõÛéˆ¸Û¨Û ªÛ¨Û statistical functions ÜÈÛÌÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé.   3 

  Write about any three statistical functions. 

     …¬ÛÈÛÛ/OR 

  ¶Ûà˜Ûé …Û¸ÛéÅÛ mathematical functions ÍÛ¾Û›ÛÈÛÛé.  
  Explain given mathematical functions. 

  (1) ROUND( ) 

  (2) ABS ( ) 

  (3) MOD ( ) 
 

 (b) ïõÛéˆ¸Û¨Û ¼Ûé financial functions ÜÈÛÌÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé.  2 

  Write about any two financial functions. 

     …¬ÛÈÛÛ/OR 

  ¶Ûà˜Ûé …Û¸ÛéÅÛ string functions ÍÛ¾Û›ÛÈÛÛé.  
  Explain given string functions. 

  (1) LEFT( ) 

  (2) UPPER( ) 
 

 (c) lookup …¶Ûé references functions ÍÛ¾Û›ÛÈÛÛé.  2 

  Describe lookup and references functions. 

     …¬ÛÈÛÛ/OR 

  ¶Ûà˜Ûé …Û¸ÛéÅÛ date functions ÍÛ¾Û›ÛÈÛÛé.  
  Explain given date functions. 

  (1) DATE( ) 

  (2) TODAY( ) 
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4. (a) ÜÈÛÜÈÛµÛ ¸ÛóïõÛÁõ¶ÛÛ× charts ÜÈÛÌÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé.  3 
  Explain about various charts in worksheet. 
     …¬ÛÈÛÛ/OR 

  data ¶Ûé sort ïõÁõÈÛÛ¶Ûà ¸ÛóÜ’õýÛÛ ›÷¨ÛÛÈÛÛé.  
  Write procedure to sort data. 
 

 (b) Data filter …é¤øÅÛé ÉÛä× ? ©Ûé¶Ûä× ¾ÛÐü«ÈÛ ÅÛ”ÛÛé.  2 
  What is Data filter ? Write importance of data filter. 
    …¬ÛÈÛÛ/OR 

  Gloalseek …¶Ûé Scenario ¶Ûä× ¾ÛÐü«ÈÛ ÍÛ¾Û›ÛÈÛÛé.  
  Explain Importance of Gloalseek and Scenario. 
 

 (c) Data validation ÜÈÛÌÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé.  2 
  What is Data validation ? Explain it. 
     …¬ÛÈÛÛ/OR 

  Pivot table …¶Ûé Pivot chart ÜÈÛÌÛé ¾ÛÛÜÐü©Ûà …Û¸ÛÛé.  
  Describe use of Pivot table and Pivot chart. 
 

5. …Û¸ÛéÅÛ ÜÈÛµÛÛ¶Û ”ÛÁõÛ× ™öé ïéõ ”ÛÛé¤øÛ× ©Ûé ›÷¨ÛÛÈÛÛé : 7 

 State whether given statements are true or false. 

 (1) …éïõ work book ¾ÛÛ× ºõî©Û …éïõ›÷ worksheet ¶ÛÛé ÍÛ¾ÛÛÈÛéÉÛ ¬ÛÛýÛ ™öé.  
  One work book contains only one worksheet inside it. 

 (2) Worksheet¾ÛÛ× Replace …ÛþéùÉÛ edit ¾Ûé¶Ûä ›ÛéÈÛÛ ¾ÛÇé ™öé.  
  Replace option is used with edit menu in Worksheet. 

 (3) Worksheet ¾ÛÛ× ÅÛ”ÛéÅÛà ¾ÛÛÜÐü©Ûà ¾ÛÛ¤éø spelling check ïõÁõà ÉÛïõÛ©ÛÛ ¶Û¬Ûà.  
  It is not possible to cheek spelling of information written in worksheet. 

 (4) If( ) …é conditional function ™öé.  
  If( ) is a conditional function. 

 (5) Auto Filter ³ùÛÁõÛ data¶Ûé ˜Û§ø©ÛÛ ïéõ Š©ÛÁõ©ÛÛ× ’õ¾Û¾ÛÛ× •ÛÛé¥øÈÛà ÉÛïõÛýÛ ™öé.  
  Data can be arrange in ascending or descending order with auto filter. 

 (6) Worksheet¶ÛÛ Count( ) function ³ùÛÁõÛ numerical values µÛÁõÛÈÛ©ÛÛ× cell¶Ûà ÍÛ×”ýÛÛ ›Û¨Ûà 
ÉÛïõÛýÛ ™öé.  

  Count( ) function is used to find number of cells containing numerical values. 

 (7) Worksheet ¶ÛÛ× ˜ÛÛé‘õÍÛ ½ÛÛ•Û¶Ûé freeze ïõýÛÛÙ ¼ÛÛþù unfreeze ïõÁõà ÉÛïõÛ©ÛÛé ¶Û¬Ûà.  
  After freezing certain portion of worksheet cannot be unfreeze.  
 

______________ 
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