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General Instructions: 

 The first 15 minutes have been allotted for reading this question paper. These 15 minutes  have to be used by the 

candidates for thorough silent reading of the question paper. During this period, the students will not write any answer on 

the answer- book and the question paper. The students should start writing on the next stroke of the bell.     

 Write in neat and clean handwriting. All questions are compulsory.  

Q.1. Contains  ten blanks carrying 1 mark each. You have to fill all the blanks. 

Q.2. Contains  five questions carrying 03 marks each. You have to answer all. 

Q.3. Contains six questions carrying 05 marks each. You have to answer any five only. 

Q.1. Fill in the blanks.                  (10x1=10) 

           i. A ___________ is a built-in table format, which can be applied to a range of cell. 

ii. Bulleted list button is presented on the __________toolbar.       

iii. In format option, ____________ is used to hide or unhide rows, columns, or the sheet. 

iv. The combination of rows and columns is called a __________________. 

v. The ___________option automatically calculates the sum of numbers. 

vi. ClipArt option is present in the _____________ menu. 

vii. The ____________features helps to create artistic text. 

viii. ___________ makes the document to wrap around the graphics. 

 ix. ___________ is, basically, a way to make organized presentation art. 

 x. A ____________ is a pre-defined formula for performing a particular task. 

Q.2. Answer the following questions.              (5x3=15) 

i. What is a formula? 

ii. Define format. 

iii. Explain smart art? 

iv. What are functions? 

v. What are cell references? 

Q.3. Answer the following questions.           (5x5=25) 

 i. Explain the steps to apply Cell Styles? 

 ii. Write steps to convert text into a table. 

 iii. What are the steps to add clipart? 

 iv. Define conditional formatting. Write the steps to apply Conditional formatting. 

            v. What are the steps to insert Word Art? 

           vi. Explain some of the basic functions that are present in excel. 
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