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PART-B: ELECTRONIC SPREADSHEET

A. Multiple Choice Questions (MCQs)
1. Which of the following is an electronic spreadsheet software?
a) Writer b) Calc c) Impress d) Base

2. What is the intersection of a row and a column called?
a) Table b) Cell c) Sheet d) Graph

3. Rows in a spreadsheet are labelled as:
a) A, B, C b) 1, 2, 3 c) I, II, III d) a, b, c

4. Columns in a spreadsheet are labelled as:
a) 1, 2, 3 b) A, B, C c) a, b, c d) I, II, III

5. The default file extension of LibreOffice Calc is:
a) .docx b) .xlsx c) .ods d) .csv

6. Which sign is used to begin a formula?
a) = b) + c) # d) @

7. Which function returns the sum of a range of cells?
a) SUM() b) AVG() c) MAX() d) TOTAL()

8. Which function gives the highest value?
a) MIN b) MAX c) AVG d) SUM

9. The AutoFill feature is used to:
a) Copy formulas b) Apply borders c) Insert rows d) Delete cells

10. Which option is used to sort data?
a) Format b) Data ® Sort c) Tools ® Sort d) File ® Sort

B. Very Short Answer Questions
11. Define a spreadsheet.
12. What is a worksheet?
13. Write the cell address of 4th row and 2nd column.
14. What is a formula in a spreadsheet?
15. Name any two arithmetic operators used in Calc.

C. Short Answer Questions
16. Differentiate between Formula and Function in Calc.
17. What is AutoFill? Give one example.
18. What is Conditional Formatting? Why is it used?
19. Explain the use of Sorting and Filtering.
20. What is a Chart? Name any two types of charts used in spreadsheets.

D. Practical Based Questions
21. Write the steps to insert a chart in Calc.
22. Write the steps to create formulas:
a) Total = A2 + B2 + C2
b) Average of A1 to A10
23. If cell A1 = 20, A2 = 30, find:
a) =A1 + A2
b) =MAX(A1, A2)
24. Write the steps to apply conditional formatting to highlight marks below 40.
25. Write the steps to sort a list of names in ascending order.
image1.jpeg




