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Q.1. Fill in the blanks.           (3) 

1. ________________________ is a collection of one or more worksheet stored 

under a single filename. 
 

2. Each worksheet consists of 1,048,576 rows and ___________________ columns. 

3. _____________________ allows working with a number of cells at once. 

 

Q.2. Tick () the correct option.         (3) 

1. To delete value of cells which key is pressed. 

a. Enter  b. Num-lock  c. Delete  d. Function key 

2. What is the name of the last column? 

a. XZ   b. AX   c. XDF   d. XFD 

3. If the row height is set to __________________ the row is hidden. 

a. 0   b. 12.75  c. 8.43  d. 8 
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Q.3. State true or false.          (3) 

1. Overwriting is the process of completely changing the content of a cell. 

_______________ 

2. The range A2:A12 is the range of cells from A2 to A12.   ______________ 

3. Active cell is the cell in which work is being done.    ______________ 

 

Q.4. Write the keyboard strokes for the following      (4) 

1. Copy the content of the worksheet.  ____________________________________ 

2. To cancel the last command. __________________________________________ 

3. To select the entire row. _____________________________________________ 

4. To select all the cells in a worksheet. ___________________________________ 

 

Q.5. Define the terms          (2) 

1. Range: ___________________________________________________________ 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

2. Formula bar: ______________________________________________________ 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

 

Q.6. Answer in one word          (4) 

1. It is the intersection of a row and column. 

__________________________________________________________________ 



2. Which option can change the row height and column width to fit? 

__________________________________________________________________ 

3. Which is the first electronic spreadsheet? 

__________________________________________________________________ 

4. Who is referred to as “Father of the Spreadsheet”? 

__________________________________________________________________ 

 

Q.7. Name the components of an Excel window       (4) 

 

 

 

 

 

 

 

 

(Label - Column name, sheet tab, Formula bar, Active cell) 

Q.8. Answer the following questions.        (12) 

1. Differentiate between the two types of editing cell content: completely and 

partially. 
 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 



2. Give examples of different data types you can enter in a worksheet. 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

3. List any three components of Excel 2016. 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

4. Differentiate between Worksheet and Workbook. 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

 


