1. A spreadsheet is an electronic version of the paper-based accounting sheets used by accountants
in the past./ &Heud80 O vy eBmed VerIBOT S B3 DI WO B¢ WRCE O
Be® g Baa@moen o8m10C 9B §5)Di¢es.

2. An electronic spreadsheet is an interactive computer application used for the organization,
analysis, and storage of data in tabular form./ @ec=eJiBn €SB0 O vy ¢ g
202000653 0016 BB, SdeCuens BEOD ©H © BEOO ©DN OB BBBTFBz8
s8oenm @ng®s.

3. Datais entered into cells of a spreadsheet./ ©eu80 S @8 ‘@G evdsd ey PED B3>
e OB CeR.

4. A spreadsheet provides facilities for functions, formulas, sorting, and charting./ ¢eg®80 &=
OBz B, ), OEBwTencs e Gedmd BU@rencs 3w ©we® esesal.

5. A workbook is a spreadsheet file that can contain multiple worksheets./ 25383 9= @z D&
550 BBses o) 8v oS HSeugdB80 erindS.

6. A worksheet is a single spreadsheet page within a workbook, consisting of rows and columns of
cells./ D080 O wy OUBS O me o ©B SeugdB0 890 O» gm0, 96 esg ©Y
R OB @038 .

7. The New tool is used to create a new workbook./ 8 2U3qs Ows BU@renss BE® esepo ‘New’
CEOHE® ®I1BBN OE.

The Save tool is used to save a document./ eGam e ©dB® emo ‘Save’ e@OE® ©dmo IE.
Answer:

e Undo - Cancels a performed action./ Undo - &3¢ »0» c¢ S 8DEeq 3.

e Redo - Performs an undone action again./ Redo - ¢9Ee® 0 G¢ 5o 5 @» ¢ »o&.

e Cut-Removes an item from its current location./ Cut - 85®ws 98 53053 Ldbimens’ @’
208,

e Copy - Copies text, images, or other items./ Copy - esg, Jit e®i edms almn® 8Os 3.

o Paste - Places a copied or cut item in a new location./ Paste - 803 0% @¢ e®d ™o @
DI ¢ a8m0u ®HO Blimnm DAE.

10. A cellis the intersection between a row and a column./ e&E 92 @y edgw ey BoOs
OBem® »O% Bmei.

11. A cell address is the combination of the column letter and row number used to identify a cell
uniquely./ ©6G:E B8mwe:d (cell address) vy BEGIEEE @ldBB @R NI OGSO $IDmN
DO B el ©y ol gowed Dwnda.

12. A cell range is a range of selected cells, usually consisting of adjacent cells./ &sGG::E eCiescszs
37 @I BOGIE YW O gmd, OB tIDBEGS OBe® BIRCD 883
©BBOEIROES ©8@53Tm .

13. The Name Box displays the address or name of the currently selected cell./] ® ¢Fedm @mQD
®8253 ¢0 emidienm (B e ced B8mu el »HO® ew3Oa.
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14. Answer:

e Columns are identified using letters such as A, B, C, D./ 8 ®wgznozn cRs3es’ A,B,C,D 15
8RO DIDDHOBS.

e Rows are identified using numbers such as 1, 2, 3, 4./ @&€ »¢g0oyr ERBES 1, 2, 3, 4 OB g
DEDEGS.

15. The Formula Bar shows what is being typed or entered into a cell./ g B0® @853 66 :Ee=
e 08 »I» el e’ I of eusda.

16. Answer:

e Bold makes letters darker than normal./ m¢ @m0 @853 @mdr 085 B@Ienwd DI B
ODEBS GD es3Oa.

e ltalic makes letters slanted./ &G @01 @85 am01 1Y B0V BS ©ws3Oa.

e Underline places a line beneath the letters./ 3323 @8 @18® ©8x3 andi O eb@wds ewics.

17. Merge and Center combines multiple adjacent cells into a single larger cell and centers the
content./ &2R¢0 S ©¢0 @ BBO OBSY iR ©BCIE BBows O Dae BeCEES
ROO s T, OB a3mbomn ®cd ewd »O&.

18. Wrap Text makes all the content visible within a cell by displaying it on multiple lines if necessary./
eug 9 eRH WBE O©B8S adns »HO® aIHLoOmG eSg BBww® eBEIOE HIM
2O6ICEES BE 4B Bug® of cars®im WIG.

19. Common number formats include: 0@izs oz ¢S RO wwm SOy ees ©d:

e Number/ gom

e Currency | §¢G S

e Accounting /8<a®»den

e Short Date /| @3 & g3

e LongDate/ @ 8» amaBs

o Time/ @®E®

e Percentage /| u8amws

e Fraction / ®i®cc

e Scientific /| B¢’

20. Answer:

e Currency displays monetary values with currency symbols, such as Rs., $, or €./ §¢3 e
®823 Rs, /, @93 € OB G woesm 06 G 20ns’ 0ns3Oi.

e Accounting aligns currency symbols and decimal points in a column./ 8eq®=den ¢iaBe B3
e woedm @y ¢a® Een B ¢I0ed esg®esdi.

21. Percentage format is used to display values as percentages, such as 23%, 45%, and 75%./ g8as
2023 00 WOBE 8®ns’ 232, 454, w® 151 OB sBen oGt 0nsid®od.

22. Fraction format displays numbers as fractions, such as 2/9 and 4/5. | ©® eaSe @853 eso@s0
2/9 e 4/5 (S 16 eEe ensIDE.

23. Scientific format displays numbers in scientific notation, for example, 5677 = 5.68E+03./ 8¢s0:55®2
202086 OB53 302181 DEBITFOD oD PHOBO eBIOGB; ¢ LWierks @R, 5677 = 5.68E+03.
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24. They are used to increase or decrease the number of decimal places displayed in a number./
2021800 Tama 92 (@® B verm 918 BEOO eund af) BEOO Jon wiBmn »IG.

25. Alignment tools are used to position content within a cell, such as: ©GG:cw= BE aTPCODG
Bmom B8O By engresde® e®DE® ®idnm I8, Conden eEs:

e Leftalign/ 280 esgvLd®

e Centeralign /| ®¢0 esgnEd®

e Rightalign/ ¢en0 eognEd®

e Top align /| ongd eosgoedd®

e Middle align / ®¢0 (80ed am0) esgne3d®

e Bottom align / s»ed esgodd®

26. The Orientation tool changes the direction or angle of text inside a cell./ €08 e®@0c® @853
2OCICEES RE B euees Exnd ol emiens edmed I,

27. The equal sign (=) is used before a formula or function./ @30 ¥ DO ©ed @I ER s
(=) 2285 DOE.

28. The main arithmetic operators are: g ®E&DHOB G Ds3ess:

e + o Addition/ + — O 85®

e - Subtraction/- — af 88®

e - Multiplication / x — @en 38®

e /> Division// — o®2®

29. The SUM function is used to find the total of a range of cells./ ©3@G::E ©0It3z SD2PD @393
©1B®0 SUM o ©0Dm0 »3&.

30. The AVERAGE function is used to find the average value of a range of cells./ ©3@G:E 0tz
20@08 @OB @830 OGO AVERAGE 8o ©8m0 8.

31. The MAX function is used to find the highest value in a cell range./ ©GG:E stk 818 9HE®
2o @303 OO0 MAX B 98m 8.

32. The MIN function is used to find the lowest value in a cell range./ ©&GG:E ©Cwswm ¢S aL®
2o @303 OO0 MIN & 980 8.

33. A chart is used to display spreadsheet data graphically./ ©es®80 ¢ B gumdens’ ¢d®
e€00 25e8m0wIS Dm0 I,

34. Four types are:

e Column chart /| St egedmadcs

e Linechart/ ebas gedmoces

e Pie chart/ &as¥» edmodes

e Barchart/ @5 gedmades
Other types include Area charts, Scatter charts, and other charts./ @@»5 &8® @50 Area
charts, Scatter charts & @055 gedmd Obe ames @d.

35. A column chart is used to represent spreadsheet data graphically using vertical columns./ &oed
B ©»8mens’ BSeugd80 ¢5hn Snm e Bomens B8O B gedmidu 9idmo 3.
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36. A pie chart is used to display data graphically as parts of a whole./ ©®3ben avwm @10t e@@es
&5t O @00ewrs’ (BP0 Dasty §edmce:s $dmo Ia.

37. Alline chart displays data using points connected by lines and is useful for showing changes or
trends./ eb@s ©0HS by @853 I WS B EPBs »IBN WOBLS ¢ e o
eODEDO vl DN eIV ewlsmds @d.

38. A bar chart displays data using horizontal bars./ 807 0wz 5oed B ©dmo S8 ¢
eus3Da.

39. Formulas and functions are used to perform calculations and computations on spreadsheet data./
S(O®e ¢t @ venms RO ww vame BEO &g [EOO wy ey 8 ©0m0 »IE.

40. A cellis a specific location defined by the intersection of a row and a column./ ©GG::EwWS wy)
ed€um ©y» BoOm odcrrw @85 abd ¢ i BEdD eBlimeS.

41. Anindividual cell is identified using its column name and row number./ 3% ©GGEws &8 B
DO 3 EEE B DIDVDHEBES DEBI OF.

42. Common tools include New, Open, Print, Print Preview, Redo, Undo, Cut, Copy, Paste, and Spell
Check./ @iy @®@DE® gm00 O, Bdam, Gcens, Gcen @Bi¢iy®, OB WOBD), Gewits
DO, BB, 8Os OB, @O 8w aed Dmwvess sis DOBID.

43. Bar charts, column charts, line charts, pie charts, area charts, and scatter charts can be used for
data analysis./ 8J7 e300, B geddd, @b geddd, ol geddad, yedn geddd wy SEo1®
5e30 amess @d.
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