Chapter 11
Introduction to

Microsoft Excel 2016

Tick (V) the correct option.

1. Which among the following Microsoft Office package is a spreadsheet application?
a. Word b. Excel
c. PowerPoint d. Access
Ans. b. Excel

2. The default name for a Excel Workbook is

a. Workbook1 b. Worksheet1l
c. Sheetl d. Bookl
Ans. d. Bookl

3. What is the total number of rows in a Excel Worksheet?
a. 256 b. 1024
c. 1048576 d. 1048578
Ans. . 1048576
4. Which of the following constitutes a Cell Reference
a. It is column name followed by a row number.
b. It is row number followed by a column name.
c. Itis row number followed by a hyphen and a column name.
d. It is column name followed by a hyphen and a row number.

Ans. a. Itis column name followed by a row number.

5. A Cell range always has the symbol between the cell references.
a.; (semicolon) b. . (fullstop)
c., (comma) d. : (colon)

Ans. d.:(colon)

6. The cell which is currently being used is called

a. Current Cell b. Active Cell
c. Start Cell d. Editing Cell
Ans. b. Active Cell



7. Which of the following shows the reference to the Active Cell?
a. Name Box b. Active Box
c.Bothaandb d. None of these

Ans. a. Name Box

8.  Which of the following function key is used for editing in a cell?

a.F1 b. F2
c.F3 d.F4
Ans. Db.F2

9. The default extension of Excelfile is

a. .xlsx b. .xId
c. .xIm d. .xlExcel
Ans. a. .xlsx
10. Which of the following comes under Horizontal Alignment
a. Left Alignment b. Right Alignment
c. Center Alignment d. All of these
Ans. d. All of these

Il. Fill in the blanks with the given words.

In a cell you can have either a Horizontal or/and Vertical alignment.

To default name of an Excel workbook is Book1.

The XFD is the last column name in Excel.

A workbook is a file in which data in kept in worksheets.

Cell reference refers to a location of a cell which is the column name followed by row number.

Use the keyboard combination Ctrl+1 to activate Format Cells.

An intersection point of a row and a column is called a Cell.

By default text is aligned to the left and numbers are aligned to the right.
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The Editing group of the Home Tab contains the Fill command.

[
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Shift cells up option of the Delete dialog is used to fill the space produced by the deleted cell
with the cell underneath it.
lll. State whether the following statements are True (T) or False (F).
1. The default name for a worksheet in Excel is Sheet1.
2. The address of a cell is referred by the row number followed by the column number. E

3. Youcan have maximum 10000 rows in an Excel worksheet. E



An Excel worksheet there are maximum 1028 columns.
A cell range is used to represent a group of cells.
An Active Cell always have a thick border around it.

The Function Key F3 is used for direct cell editing.

[=1[=1l=0[=] [=]

It is not possible to select an entire worksheet at the click of a button.

© ® N o Uun B

The Name Box is used to show the address of the current selection or active cell in the
form of Column and Row Headings.

[=][=]

10. The content of a row or column cannot be deleted.

IV. Short Answer Type Questions (SA-I)

1. What is the last row heading and column heading in Excel?
Ans. Last column heading: XFD
Last row heading: 1048576

2. Which Tab host the New, Save and Open option in Excel?
Ans. File

3. Name the Toolbar that contains the ‘Save’ button in Excel.

Ans. Quick Access Toolbar

4. What is the alighment by default in Excel for Numbers and Text?
Ans. Numbers:Right Aligned
Text: Left Aligned

5. State the difference between ‘Shift cells up’ and ‘Entire row’ option used with deletion.
Ans. Shift cells up option to fill the space produced by the deleted cell with the cell underneath it.
Entire rows option after selecting at least one cell, deletes the entire row from the sheet.

V. Short Answer Type Questions (SA-Il)

1. State the difference between a Worksheet and a Workbook.

Ans. Excel Workbook is like a book that contains a number of pages while Excel Worksheet is a single
page or sheet of a workbook like a page in a book. Linking two worksheets is more easy than
linking two workbooks. Workbook is not a place where we manipulate with data.

2. What is a cell reference? How would you declare a cell range using a cellreference?

Ans. A cell reference, or cell address, is an alphanumeric value used to identify a specific cell in a
spreadsheet. Each cell reference contains one or more letters followed by a number. The letter
or letters identify the column and the number represents the row.

A cell range is a group or block of cells in a worksheet that has been selected or highlighted.
When cells have been selected they are surrounded by an outline or border as shown in the
image to the left.



3.

What is the function of ‘Autofill’? Which Tab option allows you to fill up a series using Autofill?

Ans. Autofill is a featurein Excel, that automatically fills certain boxes with data based on information

Ans.

Ans.

the user has entered elsewhere.

Home Tab

Name the three methods by which you can edit the contents of a cell in Excel.
Replace Content Direct Cell Editing Formula bar Editing

Name the three alignment types of:

a. Horizontal Alignment b. Vertical Alignment
a. Left, Right and Center b. Top, Bottom and Middle

VI. Long Answer Type Questions (LA)

1.

State the process of formatting a group of numbers in Excel, so that it displays two digits after
the decimal.

Ans. The method involves the following steps:
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1. Select a cell or range of cells.

2. Right-click on the selected cells and from the popup menu that appears click on Format Cells...
option. This makes the Format Cells dialog open.

3. Click on the Number tab and from the Category list click on Number.

4. Use the Decimal places box to specify the number of decimal places (e.g., if the numberin the
cellis 13.5 for 2 decimal places it displays 13.50, 3 decimal places would display 13.500).

Click on Use 1000 Separator checkbox to specify the position of comma(,) in a given number.
5. Click the OK button.

State the process of formatting the appearance of Time in a cell.

Ans. To Format the Appearance of Time in a Cell:

3.

1. Select the range of cells you want to format.

2. Right-click and click on the Format Cells option to activate the Format Cells dialog box and
click on the Number Tab.

3. Click Time in the Category list box and select the desired time format from the Type: list box.

4. Click the OK button.

State the process of changing the font colour of a group of entries in Excel.

Ans. Tochange the font colour:

1. Select a cell or range of cells.

2. From the Font Colour drop-down list select the desired colour. The default font colour in
Excel is black.



4 State the process of deleting an entire row in Excel.

Ans. You can delete a row in a worksheet by a simple right click on the row heading and from the
popup menu that appears click on the Delete option.

5. Explain the following options of the Insert dialog in Excel.
a. Shift cells right b. Shift cells down
c. Entire row d. Entire column

Ans. a. Shift cells right option to move the contents of the selected cell to the right when a cell is
inserted.

b. Shift cells down option to move the contents of the selected cell downward when a cell is
inserted.

c. Entire row option to insert an entire row. The content of the original row is moved downward.
d. Entire column option toinsert an entire column. The content of the original column is shifted

to the right.

Application based Questions

L Naina Sharma wants to store data of her monthly expenditure for a period of one year and
also wants to perform some calculations and analysis. Which Office application, will you
suggest Naina should use for this purpose?

Ans. Microsoft Excel

2 Name the group in the Home Tab that has all the options of changing the font properties.

Ans. Font

3. Name the cells included in the range reference A1:B2.
Ans. A1,A2,B1 and B2.

4. What will be the cell address of the cell formed by the intersection of:

a. the fifth column and the eighth row? b. the ninth column and the eighth row?

Ans. a.E8 b. 18

5. How would you refer to the range starting from 1st column, 1st row and spread till 4th column
and 5th row?

Ans. A1:D5

6. In Excel, what is the column immediately next to column “Z”?

Ans. AA

7. In Cell A1 a certain date is written as 30/04/2015. Suggest a method by which you can make
it display as 30 April 2015.

Ans. To change the date format in the Al cell follow these steps:

1. Select a cell or range of cells.



2. Right-click and click on the Format Cells option to activate the Format Cells
dialog box and click on the Number Tab.

3. Click Date in the Category: list box and select the desired date format from the
Type: list box.

4. Click on the OK button.

8. Tarini had created a worksheet that looks like this:

A | B —g—— D |

1 |Raoll Mame Percentage

2 1 Amit Kumar ¥ 56

3 2 Sumit Bhanj# 52

4 3 Amitava Mal2 83

5 4 Saswati Das# 76

&

T

As you can see that column B containing Names are overlapping with column C.
What should Tarini do so that the names are completely visible.

Ans. Tarini needs to resize the width of column ‘B’ to make the content of that column
visible. To resize the column the following actions need to be performed:

a. Place your mouse pointer to the right edge of column B.
b. The mouse pointer changes to the adjustment tool (double-headed arrow).

c. Drag the Adjustment tool to the right to desired width to make the entire
content visible and release the mouse button.

9, Radhika calculated the percentage obtained by students as shown Fig A:

L o L o |

FPercentage Percentage
596 59.60
1784 17.85
17 17.00
R4 54.00
721 7210
339 33.90

Fig A FigB

Because of incorrect formatting the decimal did not align with each other. State
the process by which she will be able to change it to Fig B.

Ans. 1. Select a cell or range of cells.

2. Right-click on the selected cells and from the popup menu that appears click on
Format Cells... option. This makes the Format Cells dialog open.

3. Click on the Number tab and from the Category list click on Number.



4. Use the Decimal places box to specify 2 for the number of decimal places.

5. Click the OK button.
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