CHAPTER-6 (INTRODUCTION TO EXCEL)

0 Tick (v) the correct answer.

l. is an electronic document in which data is arranged in a grid.

a. Document | b. Presentation | ¢ Spreadsheet

2. Which of the following is a popular spreadsheet program?
a. Excel Z b. PowerPoint c. Word

3. Which keyboard key(s) is used to move the pointer to the right?
a 2 / b. Page Up ) oo Cul+ End

4 The default extension of an Excel workbook is

a. .docx | b pptx ) e s
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) Fillin the blanks.
I. Cell is the intersection point of eoferyy and _ Aow in a worksheet.

ﬁaﬁw—é Bar shows the contents of the cells.

2

3. The =$’/;§42 tab displays the names of the worksheets in a workbook.
4. Columns are marked by Lefferr

5. The &%/ #/ore key move active cell to the first row of the spreadsheet.

e Write ‘T’ for true and ‘F’ for false statements.
I. A workbook is arranged in rows and columns. 7414’0'

The File tab is present just below the Quick Access Toolbar. 7 7z¢#

Rows are identified by the alphabets. fw’

2
3
4. Ribbon displays details regarding current document. ﬁ,l(e
5

Ctrl + Home moves the cell pointer to last used cell. 74&4«

Q Unjumble the given words.

I. ILEF EUMN Free menv
2. READSPTESHE SPResd Sweer
3. SHWOEERKT CIoRkSHEET

4, WOBORKOK CUpRI Book

5. LCEL Ceee

6. BRIONB S 188N
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