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I.  (A) What is Spreadsheet ? Write the advantage of it.

(B)
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2. (A
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OR
Explain the function of following words with respect to Excel.

(1) Function (2) Formula bar (3) Work area

Draw and explain initial Screen of Excel (Spreadsheet).
OR
Write steps for saving & protecting a Workbook.

Explain what is Filter.
OR
Explain Cell and Cell Address in detail.

Write steps for following :
(I) Insert New Row
(2) Delete Column
(3) Merge Cell
OR
Discuss in detail following for page setup in Excel :
(1) Page Size
(2) Header & Footer
(3) Page Orientation
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How you will perform following tasks in Excel ?

(I) To set width of all columns to 14.

(2) To present any matter of cell at 45 degree.
OR

Explain Auto correction.

Write steps to print a Workbook / Worksheet.
OR

Explain any two option of print dialog box.

Give Name of all functions in Excel.
OR
Explain any three function of String.

Explain any two function from following :
(1) VLOOKUP

(i) PMT
(i) PV
OR

Explain any two function from following :
i IF

(i) DATE

(1) HLOOKUP

Explain any two function from following :
(i) DAY

(iiy LEFT
(iii) NOW
OR

Explain any two function from following :
(i) YEAR

(1) LOWER

(1) ISNUMBER



4. (A) State the uses of Charts and explain any one chart with example.

(B)

©

5. Answer the following question by choosing proper option given at the end of each

OR
Answer the following questions :
(1) How you will present value of the data in chart ?
(2) How you will show the title in chart ?

(3) How you will insert data table in chart ?

Explain Data validation in detail.
OR

Write steps to create a Pivot table.

Explain Goal seek with example.
OR

Explain Scenario with example.

question.

(1) Function is useful for return the present value of an investment.
1 PV (i) NPV
(iii) MOD (iv) DAY

(2) Which key is used to select last column of Worksheet ?

3)
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(i) CTRL+L (i) ALT+L
(i) CTRL + — (iv) ALT+—>

Function is useful for find a text in MS-Excel.
(1) REPLACE (i) FIND
() EXACT (iv) NONE
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is a short-cut key for print the document.
(1) CTRL+F (1) CTRL+P
(1) CTRLA4X (iv) Shift+P

Which function is not in Excel from the following ?
(i) Document (i) Format Painter

(ii1)) Graph (iv) Data-sort

By which key pressing you can move to Al cell ?
(1) Home (i) Alt + Home

(11) Ctrl + Home (iv) None

How to select range from C2 to F5 ?
(i) C2:F5 (i) C2;F5
(i) C2-F5 (iv) C2&F5




