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1. (@) Worksheet <l screen ux2dl. di (a8 Hegl UM Quil. 3
Explain screen of worksheet. Write different menus of it.
21YA/OR

worksheet i Standard i formatting (&8 *ufedl 21Ul
Give information of Standard and formatting toolbar of worksheet.

(b) Worksheet delete 24l protect $2cll Hi2-l 2zl @vil. 2
Write commands to delete and protect worksheet.
»19q/OR

Worksheet ¥i numbers 214 formula siviet sai-l ulddl weudl, 241 absolute
dal relative references (a8 HU&dl Lyl

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

(c) range-name ¥i2d | ? Geleel A1 A1l 2
Explain range-name with example.
§194/OR

Worksheet4l rows i columnst &1 52l A g2 AL Hietl el dvil.
Write steps to insert or delete rows and columns in worksheet.

2. (a) Cell formatting.i [alas usiz oseudl. 3
Write different category for cell formatting.
AYP/OR

Cell 1 avid Text Gu2 udi [ala4 alignments i orientation (A8 el
AU

Explain various kinds of alignments and orientation applicable on Text written in
cell.
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(b) Conditional formatting (a8 Muledl 24ul.
What is conditional formatting ? Explain.
A1Y/OR
Autosum (a8 Hi[sdl 21l
Explain about autosum features of worksheet.

(c) Worksheet i page setup (a8 *uledl uul.
Describe page setup options of worksheet.
A94/OR
Worksheet i Margins dal Header/Footer set s2al-{l W(3dl @vil.
Write steps to set Margins and Header/Footer in worksheet.

3. (a) sldual =L statistical functions (s Huledl 2yl

Write about any three statistical functions.
AYAW/OR

12 2A1ud mathematical functions A2l
Explain given mathematical functions.
(1) ROUND()
(2) ABS()
(3) MOD ()

(b) sidul o financial functions (@8 Hu[Sdl 2tiul.
Write about any two financial functions.
AYP/OR
12 214 string functions AHAAL.
Explain given string functions.
(1) LEFT()
(2) UPPER()

(c) lookup >t references functions AxALAL.
Describe lookup and references functions.
AYQP/OR
12 21ua date functions AHl.
Explain given date functions.
(1) DATE()

(2) TODAY()
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4. (@

(b)

(©)

[alay usiRAL charts (@8 HilEdl 2.

Explain about various charts in worksheet.
A1Y/OR

data - sort s2al-l ulBuL eldl.

Write procedure to sort data.

Data filter »12d g, ? d-, Hetd @vil.

What is Data filter ? Write importance of data filter.
§194/OR

Gloalseek i1 Scenario <, &t Al

Explain Importance of Gloalseek and Scenario.

Data validation (a3 *ulsdl 2Auul.

What is Data validation ? Explain it.
UA/OR

Pivot table 24+ Pivot chart (s *uladl 2Auul.

Describe use of Pivot table and Pivot chart.

5. 2ud [Qald Wl 9 5 viel d oeudl :
State whether given statements are true or false.

@)

)

3)

(4)

()

(6)

(")
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215 work book i 55d 215% worksheet -l AH1d9L A1Y €.

One work book contains only one worksheet inside it.

WorksheetHi Replace i1zl edit {-, ldl 1ol ¢9.

Replace option is used with edit menu in Worksheet.

Worksheet i @viel Hilsdl M1 spelling check 531 astdl el

It is not possible to cheek spelling of information written in worksheet.

If() 21 conditional function 9.

If() is a conditional function.

Auto Filter gl2L datarl Aedl 5 Gardl su3i otlsdl asiy €.

Data can be arrange in ascending or descending order with auto filter.
Worksheet-ll Count( ) function gl2L numerical values “21ddi celll 2Aval gl
ASIY €.

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

Worksheet -l 155 @191 freeze 54l ¢lle unfreeze $31 WSl el
After freezing certain portion of worksheet cannot be unfreeze.
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